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From Conmandant of the Marine Corps
To: Di stribution List

Subj: MARINE CORPS TRAVEL | NSTRUCTI ONS MANUAL ( SHORT TI TLE:
MCTI M)

Encl: (1) LOCATOR SHEET
1. Purpose. To anplify and interpret the travel regul ations
pronmul gated by the Joint Federal Travel Regul ations, volunme 1,

and the Joint Travel Regul ations, volune 2.

2. Cancellation. MCO P4650.37B

3. Review This regulation has been reviewed by the Per Diem
Travel and Transportation Al owance Conmittee per DoD Directive,
5154. 13, dated 11 February 1980, as case PDC183.

4. Information. The MCTIMis issued to guide Marine Corps
conmandi ng and di sbursing officers in matters pertaining to
travel of personnel

5. Summary of Revision. The contents of this Manual have been
revised and reformatted with major changes throughout and shoul d
be reviewed in their entirety.

6. Recommendation. Reconmmendations concerning the contents of
the MCTIM are invited and should be subnmitted to the Commmandi ng
O ficer, Marine Corps Finance Center (DAPS-2), Kansas Cty, MO
64197- 0001, via the appropriate chain of command.

7. Fiqgures/lllustrations. Charts and conpleted forns contained
in this Manual illustrates the principles and procedures
explained in the text. The figures DO NOT necessarily show
current nanes, dates, rates of entitlenment, official distances,
appropriation data, or conputations. These details are included
in order that the principles outlined in the witten
instructions may be clarified. ALWAYS consult the correct
source reference(s) for current data, e.g., The O ficial Table
of Distances, JFTR, etc.
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8. Reserve Applicability. This Manual is applicable to the
Marine Corps Reserve

9. Certification. Reviewed and approved this date.

T A

E. T. COMSTOCK
Fiscal Director
of the Marine Corps
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MARI NE CORPS ORDER P4650.37C Ch 1

From Conmandant of the Marine Corps
To: Di stribution List

Subj:  MARI NE CORPS TRAVEL | NSTRUCTI ONS MANUAL (SHORT TI TLE: MCTIM

End: (1) New page inserts to the basic Manua
(2) List of Effective Pages

1. Purpose. To transmit new page inserts to the basic Mnual

2. Action
a. Insert enclosure (1).
b. Upon insertion of this change, the pages listed in enclosure (2)

are in effect. Renpbve and destroy pages not |isted.

3. Approval. This Change has been reviewed by the Per Diem Travel and
Transportation Al lowance Comrmttee per the DoD Directive 5154. 13 or

11 February 1980 as case PDC #P-11B7.

4, Summmary or Changes

a. Throughout the proposed change, the consolidation of portions of the
MCFC to the Defense Finance and Accounting Service (DFAS) is reelected. Also
reflects the redesignation of the remaining portions as the Mrine Corps
Support Activity.

b. In a step toward stanardi zing the use of ternms, etc., in the
Department of Defense financial community, disbursing office/officer has been
redesi gnated as finance office/officer throughout this Change.

c. Papagraph 20162 del etes reference to the NAVMC 11062: Certificate in
Lieu of orders. This formwas conbined with NAVMC' s 11060 and 11131 to
create a new NAVMC 11060: Separation/Travel Pay Certificate. Wen Marines
are separated without orders, the appropriation data of the NAVMC 11060 rmust
be conpl et ed.

d. A new paragraph 20301 adds a requirenment for Marines to certify that
their orders have been | ost by placing a statenent.
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in the remarks section of their claim The remaining Paragraphs in that part
wer e renunbered

e. Paragraph 20402 renoves the requirement to notify Marines of overpaid
travel advances when the anpbunt of the advance was $50 or less. The del ayed
checkage program has been expanded to include these anmounts. Marines will
now be notified on their LES of an inpendi ng checkage.

f. Paragraph 20805 provides a referral to paragraphs 30443 and 80443
when an unsettled travel advance is discovered after the Marine has separated.

g. Paragraphs 30201 and 30202 now al | ow commandi ng of ficers stationed
overseas whose units are provi ded pay service by MCSA (FDD) to send a nessage
to FDD to request PCS travel advances for their personnel. A new figure
3-2-1 shows a sanple of a message request for pcs travel, while paragraph
30222 instructs FDD how to conpl ete the Paynent voucher. Paragraph 30232
Provi des instructions to FDD on how the endorsenent to the orders is
prepared, and Paragraph 30234 Provides instructions on how the paynent is to
be made. (Previous figures 3-2-1 and 3-2-2 were renunbered as 3-2-2 and
3-2-3.) A reference included on the now figure 3-2-2 was corrected.

h. Adds an auxiliary verb to clarify paragraph 30421

i. Paragraph 30443 Provides the actions required when an over paynent on
a PCS travel advance is discovered after a Marine separates fromthe service.

j. Paragraph 40202 adds an expl anation that dependent trave
entitlenents may not be directly related to a PCS nove

k. Paragraphs 40203 and 40304 includes the option to have the Marine
prepare an Authorization for Advance Dependents Travel and/or Dislocation
Al'l owance. Provides the formfor local reproduction as figure 4-2-1

| . Paragraphs 40233 and 40235 del etes the reference to the NAVMC 11062:
Certificate in Lieu of Orders. This formwas conbined with NAVMC' s 11060
and 11131 to create a new NAVMC 11060: Separation/ Travel Pay Certificate
Because the new 11060 is not used when dependents travel before a Marine's
PCS orders are issued or incident to an evacuation, a certificate simlar
to the Certificate in Lieu of Oders is provided as figure 4-2-2 for |oca
reproducti on.
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m Adds a new part F to chapter 4, section 2. This details procedures
for making clainms for rei nbursement when dependents travel to attend the
burial services of a deceased Marine, when they visit a seriously ill or
i njured Marine, and when they relocate after a Marine is decl ared dead,

m ssing, etc.

n. Paragraph 40524 renoves the requirenent to notify Marines when the
shi prent of their household effects cost nore, but $50 or |ess, than what
the Marine was entitled to or if the Marine did not provide the required
wei ght certificates. The del ayed checkage program has been expanded to
i ncl ude these amounts of $50 or less. Marines will now be notified on their
LES of an inpending checkage.

0. Paragraph 50202 clarifies the entitlenent to advanced parti al
paynments for separation travel

p. Paragraph 50212 del etes the use of the NAVMC 11062: Certificate in
Lieu of Orders in conjunction with a Marine' s separation

g. Paragraph 50213 replaces the use of the NAVMC 11131: Separation
Travel Allowances Election certificate with the NAVMC 11060: Separation/
Travel Pay Certificate. The NAVMC 11060 conbined three forns: the previous
NAVMC 11060 and the NAVMC s 11131 and 11062 into one for use at separation.
Thi s paragraph further explains the preparation of the new 11060 and its
di stribution.

r. Paragraph 50214 explains how to authorize dependent travel/shiprent
of household effects prior to the date of separation, since the NAVMC 11062:
Certificate in Lieu of Orders has been renpved fromthe distribution system

s. Paragraphs 50221, 50311, and 50312 replace the NAVMC 11131 with the
NAVMC 11060.

t. Deletes previous paragraph 50222, which required the Marine to
provi de the separation docunents to the finance officer for a partial
paynment/advance for separation travel. The Marine nakes this election on
t he NAVMC 11060, which the comuander provides to the finance office as part
of the separation package.

u. Paragraph 50312 requires the separatee to submit original trave
orders and a copy of the NAVMC 11060 with the separation travel claim Also
requires the separatee to submt a copy of the docunent authorizing
dependents travel or shipnent of household effects prior to the date of
separation, if applicable.
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v. Paragraph 50321 expands the procedures on settling a separation
travel claim

w. Paragraph 50322 provides procedures if a category | or |l separatee
is due funds for separation travel after having conpleted that travel. This
i ncludes instructions on howto use the ambunt due the separatee to offset
ot her indebtednesses owed the Covernment.

X. Paragraph 50323 corrects the recoupnent action. These corrected
instructions were previously released in TAN 1-91

y. Paragraphs 60212 and 60213 differentiates where SMCR reservists, as
opposed to I MA, IRR, and MIU reservists, are to submit their clains for
settlenent. SMC Reservists are to continue submitting their clainms to their
active duty site, if a Marine Corps finance office is available. |IMA IRR
and MIU reservists are to submit their claims to MCRSC, who will forward the
claimto MCSA (RMC-FDD) for action.

z. Paragraphs 80201 and 80203 now al |l ow comandi ng of ficers stationed
overseas whose units are provi ded pay service by MCSA (FDD) to send a nessage
to FDD to request TAD travel advances for their personnel. A new figure
8-2-1 shows a sanple of a nmessage request for TAD travel, while paragraph
80222 instructs FDD how to conpl ete the paynent voucher. Paragraph 80232
provides instructions to FDD on how the endorsenent to the orders is
prepared, and paragraph 80234 provides instructions on how the paynent is to
be made. (Previous figures 8-2-1 and 8-2-2 were renunbered as 8-2-2 and
8-2-3.)

aa. Paragraphs 80322 and 80323 clarify the instructions on the issuance,
paynment of advances, and settlenent of clains on blanket and repeat travel
orders.

bb. Paragraph 80443 provides the actions required when an over paynent
on a TAD travel advance is discovered after a Marine separates fromthe
servi ce.

cc. Paragraph 80703 correct a reference.
dd. Paragraphs 90204 and 90315 del ete reference to the NAVMC 11062:
Certificate in Lieu of Orders. Refers to a copy of a like certificate in

figure 4-2-1, which can be reproduced | ocally.
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ee. Paragraph 100103 expands on the procedures to follow if a Marine
fails to subnit a travel claimw thin 30 days of reporting to a new permanent
duty station.

ff. Paragraphs 100131 and 100141 reduces the nunber of copies required
for the NAVMC 11108, and alters the distribution requirenents.

gg. Paragraph 100142 provi des procedures required in the finance office
if the commander fails to submt a NAVMC 11108 when a Marine reports for a
peri od of TAD/ TDY of 45 days or nore.

hh. A new paragraph 100316 expl ai ns how to conpute el apsed time when a
Marine performs PCS travel aboard a naval vessel for the sole purpose of
transportati on.

ii. Paragraph 130213 requires the comrandi ng officer to request the
finance officer collect overpaynents made to a civilian travel er

jj. Paragraph 140101 provides an exanpl e of when anmpunts due a Marine
after settling the travel claimmight be credited to the Marine' s MPA,
rat her than maki ng a cash paynent.

kk. Paragraph 140102 deletes the requirenent for a finance officer to
notify a Marine of overpaynments of $50 or less. Al overpaid trave
advances, regardl ess of the anount, nay now be collected in the sane manner.

1. Paragraph 140103 expands the procedures to collect overpaid trave
advances to include those overpaynents of $50 or |ess.

mm I ncorporates the nessages |isted bel ow
DTG TAN # SUBJECT

MARFI NCEN 192300Z Aug 88 TAN 30- 88 Resi dual Trave
Al | owances to
O f set | ndebt edness

MARFI NCEN 062305Z Mar 89 El apsed Tine
Reporting for
Travel Via
CGover nment Vesse

MARFI NCEN 1423017 Feb 89 TAN 3-89 BAS of f set on
Travel Advances
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DTG TAN # SUBJECT

MARFI NCEN 1723027 May 89 TAN  9-89 Procedures for
G ai ms I nvol ving
Lost Origi nal
O ders

MARFI NCEN 132300Z Jun 89 TAN 13-89 Payment of
Dependent Travel
Al | owances When
Member’ s Di scharge
Is Under O her Than
Honor abl e
Condi ti ons

MARFI NCEN 032303Z Aug 89 TAN 17-89 Ti me Requirenent in
the Settl enment of
Travel d ains

MARFI NCEN 212301Z Dec 89 TAN 21-89 Travel Expenses for
FI i ght Requi r ement

MARFI NCEN 032305Z Apr 90 TAN 7-90 Over paynent of
Travel Advances in
Excess of $50

MARFI NCEN 242300Z Apr 90 TAN 9-90 Admi ni stration of
Travel Advances
| ssued on Open
Travel
Aut hori zati ons

MARFI NCEN 2923022 May 90 TAN 14-90 Processi ng of NAVMC
11108: Menorandum
Endor senment -
Certification of
Accountability for
El apsed Tinme - TAD
45 Days or More

5. Change Notation. Significant changes contained in the revised pages are
denoted by an (>)synbol .
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6. Filing instructions. File this change transmittal imediately follow ng
page 2 of the basic Mnual .

7. Certification. Reviewed, coordinated with DFAS and approved this date.

T A

E. T. COMSTOCK
Fiscal Director
of the Marine Corps

DI STRI BUTI ON: PCN 10206420401

copy to: 7000110 (55)
8145005 (2)
7000144/ 8145001 (1)
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| NTRODUCT1 ON

00001. PURPOSE. This Manual furnishes the instructions and technica

gui dance required by Marine Corps conmandi ng and di sbursing officers for the
adm nistration of travel entitlenments prescribed in the Joint Federal Travel
Regul ations (JFTR), volune land the Joint Travel Regulations, (JTR), volume 2.

00002. NUMBERI NG OF PARAGRAPHS AND | LLUSTRATI ONS. Paragraphs are numnbered
in five digits with further division of subparagraphs shown in nunerals,

small letters, nunbers in parentheses, and small letters in parentheses.
Paragraph 1 ol. lafli{a)
Chapter. [
Section
Raragraph

Subparagraph

Fi gures and tables are nunbered in separate series with three separated
series of digits. The first digit indicates the chapter. The second digit
or group of digits indicates the section. The third digit or group of digits
indicates its sequence within the figures or tables in that section

Figure

Chapter

Section
23d figure in section

00003. NUMBERI NG OF PAGES. The system for nunbering pages indicates the
chapter and the page. Each chapter begins with page 1, preceded by the
nunber of the chapter. For exanple, pages in chapter 1 are nunbered 1-1, 1-2,
etc., pages in chapter 2 are nunbered 2-1, 2-2, etc. Pages in the appendi xes
are in Arabic numeral s preceded by the appendix letter: A1, B-1.

\



MCTI M

00004. CHANGES. Changes in the form of page inserts will be issued as
required. A brief sunmary will be published with each change. An arrow
symbol (-->) preceding the new or revised portion will be used to indicate
t he change.

00005. METHOD OF CITATION. Reference to this Manual or to specific
par agraphs of this Manual will be as follows:

1. For general reference or for those instances where several paragraphs
and/ or subparagraphs are to be referenced in the same comuni cation
(specific references contained in the body of the conmmunication):

Ref: (a) MCTIM

2. For correspondence and messages. Al so used for personnel records and
fornms except that "reference (a)" is not used. That is, use only MCTIM
par agraph 10101.

Ref: (a) MCTIM par. 10101
(b) MCTIM par. 10101.1
(c) MCTIM par. 10101.1a
(d) MCTIM par. 10101.1a(1)
(e) MCTIM par. 10101.1a(1)(a)
3. For directives:
Ref: (a) MCO P4650.37C, MCTIM par. 10101. la

Vi
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CHAPTER 1

PCLI CY AND PRI NCI PLES

PARAGRAPH PAGE

SECTI ON 1: GENERAL

PURPCSE AND APPLI CABI LI TY. . ..o 10101
TRAVEL POLI CY. . o e 10102
ADM NI STRATION OF TRAVEL. . . ... ... e 10103
ASSI STANCE | N ADM NI STERI NG TRAVEL PCLICIES. . ............ 10104
AUDI T OF TRAVEL CLAIMS. . ... e 10105

SECTI ON 3: RESERVED FOR FUTURE USE

SECTI ON 4: TRANSPORTATI ON AND TRAFFI C MANAGEMVENT FUNCTI ONS

PART A: REFERENCE

REFERENCE. . . . . .. 10401
PART B: PENALTY PAYMENTS

DENI ED BOARDI NG COVPENSATION. . ... ... e 10411
VOLUNTARY RELI NQUI SHVENT OF CONFI RVED

RESERVATI ON. . . .o e 10412

1-1

1-3

1-3

1-3

1-3

1-4

1-5

1-5

1-9

1-9

1-9
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PART C. PROMOTI ONAL CAMPAI GNS

Al RLI NE M LEAGE OR TRI P ACCUMJULATI ON PROGRAMS. . . ... ...
AlRLINE TRAVEL CLUBS. . ... ... e
TANG BLE G FTS, PRI ZES, AND RELATED | NCENTI VES. .......

ITEMS OF NOM NAL VALUE. . ... ... . . e

PART D. TRAFFI C MANAGEMENT OFFI CER/ NONAPPROPRI ATED
FUND CUSTODI AN RESPONSI BI LI TI ES

PARAGRAPH PAGE

1-9

1-10

1-10

1-10

1-10

1-10
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CHAPTER 1

POLI CY AND PRI NCI PLES

SECTI ON 1: GENERAL

10101. PURPOSE AND APPLI CABI LITY

1. Purpose. This Manual provides gui dance to commandi ng and finance

of ficers about the travel allowances payable to nenbers of the uniforned
services and al so explains how to process travel allowances payable to
civilian enpl oyees.

2. Relationship to the Joint Federal Travel Requlations. The Joint Federa
Travel Regul ations (JFTR), volune 1, explains the travel and transportation
al | owances authorized to be paid for or transportation to be furnished to
menbers of the uniforned services. The JFTR is issued pursuant to Title 37,
United States Code. This Mnual --

a. clarifies and interprets the JFTR and how it applies to Marine Corps
per sonnel

b. sets forth provisions that apply to the Marine Corps when the JFTR
has given individual nmilitary departnents the authority to establish these,
and

C. provides instructions and adm nistrative procedures on how to process
the paynent of travel and transportation all owances.

3. Relationship to the Joint Travel Regulations, volume 2. The Joint Travel
Regul ations, volume 2, explains the basic instructions governing entitlenent
and paynent procedures for travel and transportation all owances authorized
for civilian enployees of the uniformed services. This Manual explains how
to process those paynents.

If this Manual should conflict with the JTR or JFTR, those Manual s take
pr ecedence.

10102. TRAVEL POLICY. Travel should be directed only for Governnent

busi ness and when it is in the best interest of the Marine Corps. Marines and
civilian enpl oyees of the Marine Corps traveling on official business should
have sufficient funds for all expenses before beginning this travel. These
travel ers are expected to spend their travel allowances prudently.

10103. ADM NI STRATI ON OF TRAVEL. The Secretary of the Navy has given the
CMC (MV) authority to authorize or approve official travel, and has given the
Chi ef of Naval Operations the authority to designate ships or staffs as
operating in an overseas area for a contenplated conti nuous period of 1 year
or nore. The Commandant of the Marine Corps controls the official travel of
Marines, their dependents, and civilian enpl oyees of the Marine Corps

>10104. ASSI STANCE I N ADM NI STERI NG TRAVEL PCOLI Cl ES

1. Interpretation of Travel Policy. Requests for travel entitlenent

determ nations and regulation interpretations should be submitted to the
DFAS-KC, Directorate for Plans & Policy, Mlitary Pay & Travel Policy
Division (MP), Kansas City, MO 64197-0001. These requests nust be witten,
letter, or NAVORAM and should include as nuch informati on and docunentation
as possible, in addition to the

1-3
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nane and AUTOVON commerci al tel ephone nunmber of a point-of-contact. Requests
for procedural guidance should al so be subrmitted to the DFAS-KC (MP), Kansas
City, MO 64197-0001.

2. Travel Advisory Notices. DFAS-KC (MP) will issue travel advisory notices
(TAN' s), which are a continuing series of information and gui dance nessages.

I nquiries about these TAN s and recomendati ons on topics which inmpact on
travel for publication should be addressed to the DFAS-KC (MP), Kansas City,
MO 64197- 0001.

3. Doubtful Travel dains. Doubtful travel clains which cannot be settled
within the Marine Corps nust be presented to the U S. General Accounting

O fice, Paynment Branch-C aims G oup, Room 5446 (GCD), Washington, D.C 20548
via the Marine's commandi ng of fi cer and the DFAS-KC (EYCT). Doubtful claims

i nvolving a retroactive nodification of orders should be subnmitted to the
DFAS- KC (EYCT) via the Marine's commandi ng officer. See chapter 2, section 5.

10105. AUDIT OF TRAVEL CLAIMS. The foll owi ng organi zati ons ensure the proper
adm ni stration of and accounting for travel expenses:

1. MCSA (DRM. The MCSA (RMC) exam nes finance officer’s financial returns
and i ssues di screpancy notices of erroneous data to the accountable officer.
Pronpt action should be taken to correct these discrepancies and to prevent

di screpancy action by the GAQ

2. Conptroller General. The Comptroller General of the United States is the
head of the General Accounting Ofice, a civil agency created by law to audit
and investigate the financial transactions of the Government.

3. General Accounting Ofice. The General Accounting Ofice issues a GAO
Form 1100: Notice of Exception agai nst an erroneous, questionable, or

i mproperly substantiated paynent. See NavConpt Manual 047427 and 047428 for
details.

4. Finance Oficer. The finance officer is responsible for paying the
vouchers submitted for paynent. |If a voucher and its supporting docunents
are not proper, the finance officer nmay request explanations or further
evi dence.
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CHAPTER 1
POLI CY AND PRI NCI PLES
SECTI ON 2: DI SCLOSURE COF | NFORVATI ON
10201. | NFORMATION. The Privacy and Freedom of Information Acts limt the
i nformati on that can he disclosed fromtravel docunents and files. (See MCO
P5211.2) Each activity rmust record each tine information froma Marine's

record is disclosed.

10202. PRI VACY ACT STATEMENT. Include the Privacy Act Statenment on al
| ocally reproduced fornms (except DD and NAVMC forns), as foll ows:

| (identify the formor questionnaire) - Privacy Statenent under the
| authority of (statute or executive order) information regarding

| (nanme) is requested in order to (purpose). The information

| provided by you will beconme a pernmanent part of your (nane of

| record). The information will not be divul ged without your witten
I

I

I

I

I

authority to anyone other than (list summary of routine uses as
listed in records systems notice). You are (not) required to
provide this information; however, failure to do so could result

in (action).
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CHAPTER 1

PCLI CY AND PROCEDURES

SECTI ONS:  RESERVED FOR FUTURE USE
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CHAPTER 1
PCLI CY AND PRI NCI PLES
SECTI ON 4: TRANSPORTATI ON AND TRAFFI C MANAGEMENT FUNCTI ONS
PART A: REFERENCE
10401. REFERENCE. MCO P4600. 7
PART B: PENALTY PAYMENTS
10411. DEN ED BOARDI NG COVPENSATION. Air carriers that fail to furnish
space that has been reserved by the Government nust pay penalty charges. The

circunmstances are specified in the air carrier’s tariffs, which govern nopst
of the scheduled air carriers in the United States.

1. The air carrier nust prepare a check payable to the issuing/requesting
conmmand. This applies when the ticket was issued on an SF 1169: U. S
CGovernment Transportation Request (GIR) or when it was paid for in cash

I nstructions appear in MCO P4600.7 and MCO 4650. 36

2. Passengers who paid for the ticket in cash nmust acknow edge receipt of
the check, and obtain a copy of that acknow edgnent.

3. Passengers nust deliver the check, the acknow edgnent (if applicable),
and the travel claimto the disbursing officer for settlenent.

4. Disbursing Oficer’s Requirenents. Credit the collection to the Navy
CGeneral Fund Recei pt Account 171099: Fines, Penalties, and Forfeitures, Not
O herwi se Classified. See 41 Conp. Gen. 806

10412. VOLUNTARY RELI NQUI SHVENT OF CONFI RMED RESERVATI ON. Marines shoul d
not relinquish their confirnmed reserved space if it interferes with official
duties. |If they do, the follow ng policies apply:

1. The Marine Corps is not responsible for additional travel expenses.

2. The Marine nay keep voluntary paynents made by the air carrier

PART C. PROMOTI ONAL CAMPAI GNS

10421. AIRLINE M LEAGE OR TRI P ACCUMJLATI ON PROGRAMS. The fol |l owi ng polices

apply when Marines enroll in mleage accunul ation prograns that result in a
free or discounted travel coupon

1-9
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1. Personal travel should not be nmixed with official travel. Any bonus
received as a result of mxing personal and official travel becones the
property of the Governnent.

2. Marines nust turnin all eligibility certificates to the local traffic
managenment officer. This applies whether they are transferable or cash
convertible, and include free or discounted travel coupons.

3. Marines nust turn in tickets, even if they are nontransferabl e and cannot
be used by another traveler.

10422. AIRLINE TRAVEL CLUBS. Benefits obtained by a Marine who enters a
pronoti onal program sponsored by the airlines may be kept by the Marine.
These benefits include free upgrade of service to first class, menbership in
cl ubs, and check-cashing privil eges.

10423. TANG BLE G FTS, PRIZES, AND RELATED | NCENTIVES. Public carriers may
offer gifts, prizes, and incentives, ranging fromtool sets and tel evisions
to travel packages, which include free airline tickets and hotel stays.
Marines nust turn these, or a statenment indicating they have been earned, in
to the local traffic nmanagenent officer or nonappropriated fund custodian

10424. 1 TEMS OF NOM NAL VALUE. Marines may keep pronotional material such
as pens, pencils, note pads, cal endars, and other itens of nom nal val ue.

PART D: TRAFFI C MANAGEMENT OFFI CER/ NONAPPROPRI ATED FUND CUSTODI AN
RESPONSI BI LI TI ES

10431. CONTROLS. Administrative and accounting controls should be m ninal.
These controls should be sufficient so that others will not perceive the
travel er as wongfully accepting gratuities. This violates conflict-of-

i nterest regul ations and Conptroller General rulings.

10432. RECEIPTS. Provide the traveler with a sinple "hand receipt’ for al
coupons, discount certificates, tickets, nerchandise, etc., they surrender

10433. RETENTION OF TANG BLE I TEMS. Retain tangible items for |ocal use for

1. sports activities,

2. norale/welfare/recreation activities,
3. hospitals, or

4. other local DoD activities.

These itens may al so be transferred to a nearby Veterans’ Administration
Heal t h, Education, and Wl fare hospital willing to accept them

1-10



MCTI M

CHAPTER 2

GENERAL PROVI SI ONS

PARACGRAPH
SECTI ON 4: ORDERS

PART A:  TYPES AND FORM5S OF ORI G NAL ORDERS
COVPETENT ORDERS. . . . ... e 20101
AUTHORI ZED FORMS OF ORDERS. .. ... ... .. i 20102
TYPES OF ORDERS. . . ... e 20103
ORIG NAL ORDERS. . . . . e e 20104
REQUI RED SI GNATURES. . . . .. .. e 20105
COUNTERSI GNATURES. . . . . . e 20106
EFFECTI VE DATE OF ORDERS. . . ... ... ... . i 20107
PART B: ENDORSEMENTS ON ORDERS
ENDORSEMENT ON ORDERS. . . . ... . e 20111
REPORTI NG DETACH NG, QUARTERS, AND
MESS ENDORSEMENTS. . . . .. e 20112
CERTI FI CATES AND STATEMENTS. . ... ... .. i 20113
REQUI REMENTS WHEN MARI NE ON ACTUAL
EXPENSE BASI S. . . . . 20114

SECTI ON 2: APPROPRI ATI ON DATA

PERVANENT CHANGE OF STATION. . ... ... 20201
TEVMPORARY ADDI TIONAL DUTY. .. ... 20202
MODI FI CATION OF ORDERS. . . ... .. e 20203
TWO FI SCAL YEARS INVOLVED. . .......... i 20204

2-1

PAGE

2-7

2-7

2-7

2-8

2-8

2-8

2-9

2-9

2-9

2-10

2-10

2-11

2-11

2-12

2-12



MCTI M

PARAGRAPH PAGE

SECTI ON 3: M SSI NG SUPPORTI NG DOCUMENTS

PART A: LOST ORI G NAL ORDERS

MARI NE' S STATEMENT. . . ... s 20301
FINANCE OFFICER S ACTION. . ... .. 20302
SDFAS-KC ACTION. . . oo e 20303

PART B: LOST RECEI PTS

LOST RECEI PTS. . . . e 20311

SECTI ON 4: SETTLEMENT OF CLAI M5 WHEN ORDERS
ARE MODI FI ED/ CANCELED OR NOT FI LED

MODI FI ED ORDERS. . . .. .. e 20401
CANCELED ORDERS. . . . ... e e 20402
MARI NE FAI LS/ REFUSES TO SUBM T TRAVEL CLAIM ............ 20403
RElI MBURSEVENT QF PREPARATORY TRAVEL EXPENSES

WHEN ORDERS ARE CANCELED, MODI FI ED, OR REVOKED.......... 20404
REI MBURSEMENT OF NONREFUNDABLE ROOM DEPCSIT............. 20405

SECTI ON 5: DOUBTFUL CLAI M5

GENERAL. . . 20501

EXCLUSI ONS. . . .o e 20502

SETTLEMENT. . . . 20503

DFAS-KC ACTI ON. . . ot e e e 20504
2-2

2-13

2-13

2-13

2-14

2-15

2-15

2-16

2-16

2-17

2-21

2-21

2-21

2-22



MCTI M

PARAGRAPH PAGE

>APPEALI NG DFAS-KC DECISIONS. . . ... ... 20505 2-22

ADVANCE DECI SIONS. . .. .. e 20506 2-22

SECTI ON 6: FALSE, FICTITIOUS, OR FRAUDULENT CLAI M5

PART A: GENERAL

GENERAL. . . 20601 2-23

PENALTI ES/ PROCESSI NG OF FRAUDULENT CLAIMS. ............. 20602 2-23

PART B: COLLECTI ON OF FRAUDULENTLY PAI D CLAI M5

GENERAL. . . 20611 2-23
MARI NE' S PAY ACCOUNT SERVICED. ... ......... ... .. ... ..... 20612 2-23
MARI NE TRANSFERRED. . . . ... ... e 20613 2-24
MARI NE SEPARATED FROM ACTIVE DUTY. . ......... ... ........ 20614 2-24

PART C. RECLAI M5
REFERENCE. . . . . .. 20621 2-24

RECLAI MB. . . 20622 2-24

SECTI ON 7: EXPENDI TURES ON OFFI Cl AL BUSI NESS;
TRAVEL W THI N/ AROUND DUTY STATI ON

PART A: EXPENDI TURES ON OFFI Cl AL BUSI NESS

REI MBURSEMENT. . . . .. 20701 2-27

PART B: TRAVEL W THI N AROUND DUTY STATI ON

REFERENCE. . . . . .. 20711 2-27



PARACGRAPH
TRAVEL W THI N AROCUND PERVANENT DUTY STATION ........... 20712 2-27
TRAVEL W THI N AROUND TEMPCRARY DUTY STATION ........... 20713 2-27
SECTI ON 8: M SCELLANEOUS
RECEI PTS IN FOREIGN CURRENCY. . . ... .. i 20801 2-33
REQUI REMENTS FOR DUAL LODG NGS ON A SINGLE DAY......... 20802 2-33
TRANSPORTATI ON TO OR FROM CARRIER TERM NALS. .. ......... 20803 2-33
MJULTI PLE PAYMENT PROCEDURES. .. ........ ... ... ... ... . ... 20804 2-33
SEPARATI ON BEFORE TRAVEL ADVANCE
SETTLED) RECONCI LED. . . . . ... e 20805 2-34
SETTLEMENT OF TRAVEL CLAI M5 FOR MARI NE CORPS
PERSONNEL RETURNI NG TO THE UNI TED STATES
FROM TOURS OF DUTY W TH THE DEPARTMENT OF
STATE AS SECURITY GUARDS. . . ... . e 20806 2-34
SECTI ON 9: SECRET AND CONFI DENTI AL TRAVEL ORDERS
PROCESSI NG. . . . oo e 20901 2-37
FI GURE

2-4-1 CASH COLLECTI ON WHEN MARI NE' S ORDERS

ARE CANCELED. . . . . . . 2-18
2-4-2 MVPA CHECKAGE WHEN MARI NE' S ORDERS

ARE CANCELED. . . . . . . 2-19
2-6-1 CASH COLLECTI ON OF A FRAUDULENTLY

PAID CLAI M . . 2-25
2-6-2 PAA CHECKAGE OF A FRAUDULENTLY

PAID CLAI M . . 2-26

MCTI M

PAGE



MCTI M
PARAGRAPH PACGE
2-7-1 DD FORM 1351-2 USED TO CLAI M TRAVEL PERFORVED
W THI N AND AROCUND PERVANENT DUTY STATION ........ 2-29

2-7-2 SF 1164 USED TO CLAI M REI MBURSEMENT;
NOT USED WTH DD FORM 1351-2............... 2-30

2-7-3 SF 1164 USED TO CLAI M REI MBURSEMENT;
USED I N CONJUNCTI ON W TH DD FORM 1351-2..... 2-31

2-8-1 MULTI PLE TRAVEL PAYMENTS LI ST TO
PAY VARO US PAYEES. .................... 2-35






MCTI M
CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 1: ORDERS
PART A: TYPES AND FORVM5 OF ORI G NAL ORDERS

20101. COWPETENT ORDERS. The Secretary of the Navy has given the
Commandant of the Marine Corps authority to authorize and approve official
travel . The Commandant issues all orders directing a permanent change of
station, but has delegated the authority to issue orders for tenporary
additional duty to specified conmanders of bases, divisions, w ngs, and
FSSG s. This authority can be redel egated down to the regi mental group

| evel when those units nust operate independently.

>20102. AUTHORI ZED FORMS OF ORDERS. See JFTR, paragraph U2115. Orders mnust
conply with MCO P10006, MCO P1001R. 1, and MCO P1900, 16.

20103. TYPES OF ORDERS
1. Permanent Change of Station (PCS). PCS orders transfer or assign a
Marine fromone permanent duty station to another. The followi ng are al so

consi dered PCS orders:

a. Fromhonme or place fromwhich ordered to active duty to the first
per manent duty station.

b. From home or place of enlistment to first permanent duty station.
c. Fromlast station to home or place fromwhich ordered to active duty.
d. Fromlast station to home upon separation.
e. Transfer to the tenporary disability retired list (TDRL).
f. Transfer to the Fleet Marine Corps Reserve (FMCR).
g. Retirenent.
h. Authorized change in home yard or home port of a vessel.
2. Tenporary Duty (TDY). TDY orders are issued in conjunction with PCS
orders. They assign duty at one or nore |locations en route to the new
per manent duty station.
3. Tenporary Additional Duty (TAD). TAD orders are simlar to TDY orders.
However, the Marine will return to the forner permanent duty station TAD
orders are generally linmted to periods of less than 6 nmonths. See JFTR,

par agraph U2145.
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4. Blanket. Blanket orders are issued to Marines who regularly and
frequently make trips away fromtheir permanent duty station. These orders
will be issued follow ng the guideine5 in MCO 5050. 12

5. Repeated. Repeat travel orders allow separate round trip journeys away
fromthe permanent duty station to specified |ocations.

| Bl anket or repeated orders do not expire upon the Marine's return to the
| permanent duty station. They remain in effect until the Marine detaches|
|or the tine limt specified in the orders expires. See MCO P1000. 6. |

6. Pernissive. Perm ssive orders authorize individuals to travel at no
expense to the Government for travel and per diem These orders are issued
when travel is desirable for the Marine Corps, but the expense is not
justified. Such an authorization nust contain the follow ng statenent:

These orders are issued with the understanding that you

will not be entitled to travel and transportation all owances
at Governnent expense in connection with them If you do not
desire to accept these orders under those conditions, the
orders are revoked and nust be returned for cancellation

Perni ssive orders nmust not be issued in connection with the performance of
of ficial business. They nust be accepted voluntarily.

20104. ORIG NAL ORDERS. Should include the general requirenents specified
in MCO s P1000. 6, P1900.16, and P100R 1.

20105. REQUI RED S| GNATURES
1. Signatures on orders should conply wi th SECNAVI NST 5216, 5.

2. An officer nust initial orders bearing the conmander’s facsimle
signature. This officer nust be authorized in witing by the commander to
use the facsinmle signature.

3. Facsimle stanps must be safeguarded and used only for the purpose

aut horized. The original letter authorizing the use of facsinile stanps
should be filed in the headquarters of the issuing command. Copies should
not be sent to CMC

20106. COUNTERSI GNATURES

1. \When travel is performed upon receipt of a novement order, Marines naybe
i ssued countersigned copies of the original orders.

2. These original orders nust be issued by or by the direction of conpetent
authority. Additionally, they should contain a statement indicating the
fol |l owi ng:

| Copi es of the original orders that have been countersigned and delivered by|
|the officer the issued to constitute original orders to those individuals
| of their command or in their charge.

|
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Count ersi gnatures should be nade followi ng the instructions in the

SECNAVI NST 5216. 5

20107.

t he

traveltinme is the nunber of days allowed for official
determ ned after the trave

t hat

travel tine.
orders becone effective on the date of

PART B:

20111.
whenever

1

nunber,
advance or

2.

EFFECTI VE DATE OF ORDERS
Mari ne shoul d begin travel

The effective date of orders is the date
in order to conply with the orders. Allowable
travel and is

has been conpl eted. Delay en route includes
portion of tine between stations not authorized as proceed and/ or

Delay is charged as |l eave. Note that release fromactive duty
rel ease from duty.

ENDORSEMENTS ON ORDERS

ENDORSEMENT ON ORDERS
a travel

Endorse the Marine’'s original orders
advance is paid or a travel claimis settled.

t he voucher
it is an

Thi s endor senent nust
and t he DSSN.
settl enment.

i nclude the date and anount paid,
The endor senment shoul d i ndi cate whet her

The following is a sanple of an endorsenent stanp which can be used to

annot at e advances or paynments/c
used for either PCS or TAD trav

heckages on settl enents.
el:

This stanp can be

| DI SBO
| SETTLEMENT/ ADVANCE P

| PCS/ TAD MALT
| PER DI EM

| DEPN TRAVEL

| DLA

| M SC EXPENSE

| LESS PREVI QUS PAYMENT

| TOTAL

| DI SBURSI NG DI ARY DAT
| CASHCOLL
| DOV
|
|

MODE
NO. DAYS

DATE

CS/ TAD

ED

cv
DI SBURSI NG OFFI CER
BY:

3. After endorsing, return the

t he voucher

20112.

1. Marine Corps commands wil |

Quarters, and Mess Endorsenent,
I nstructions on how to conpl ete
However, part |

original orders to the Marine with a copy of

on whi ch the advance/settl enent was nade

REPORTI NG DETACHI NG, QUARTERS, AND MESS ENDORSEMENTS

use the NAVMC 11118: Reporti ng/ Det achi ng,
as required by MCO s P1000.6 and 10110. 33.
the formare provided on the back of it.

of the form does not need to be conpl et ed.
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2. Marines in the accession pipeline, those performng field or sea duty,
or those perfornming duties specified in MCO 7220.51 may be provi ded

subsi stence at no cost, when available. |If subsistence is available at no
cost, the follow ng statenent nust be placed in the remarks section of the
NAVMC 11118:

REMARKS (Contain on separate sheet if necessary)

Subsi stence was provided at no cost.

This information is required so the Marine’s per diem and subsi stence
al | owance can be determ ned correctly.

3. No additional statenents are required fromthe TAD/ TDY stati on when a
Marine’'s orders state that use of Governnment quarters or messing would

a. adversely affect the mssion, or
b. be inpractical because of duty requirenents.

4. No reporting/detachnent endorsenents are required if the Marine' s trave
itinerary, dates, and nodes of travel are included in the basic order, and
there is no requirenent to report to the appropriate commander at the TAD
site(s) (nonreporting orders).

20113. CERTI FI CATES AND STATEMENTS. Follow the instructions in the JFTR
par agraph U4405, in obtaining supporting statenents concerni ng use of
CGovernment quarters and nessing facilities

20114. REQUI REMENTS WHEN MARI NE ON ACTUAL EXPENSE BASIS. The Marine's
commandi ng of ficer nmust provide a statenment supporting reinbursenment on an
actual expense basis.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 2: APPROPRI ATl ON DATA

20201. PERMANENT CHANGE OF STATION. The CMC funds PCS travel, to include
TDY en route if it is an integral part of the PCS. The Comandant issues
MCO P7301. 104, Accounting Under the Appropriations "MIlitary Personnel
Mari ne Corps" and "Reserve Personnel, Marine Corps,"” which contains the
appropriation data to be charged.

1. Action. Enter the appropriation data found in MCO P7301.104 on the
original and all copies of the PCS orders.

a. Charge the appropriation current on the date the Marine is detached.

b. Cite the appropriation data for both fiscal years in the orders when
TAD en route is funded fromthe O%MMC appropriation and when nore than 1 fisca
year is involved.

2. Incorrect Appropriation Data Cited in PCS Orders

a. |If any elenment (e.g., subhead, object class, cost code, etc.) of the
appropriation data is wong on the PCS orders, change it using a pen with
bl ack or blue-black ink. Mdification to the PCS orders is not required.

b. If an advance was paid under an incorrect appropriation cite both
t he erroneous and the correct data on the settlenent voucher--the erroneous
data as a TTC "1K" credit, the corrected data as a TTC

EXAMPLE: Subhead "2750" for PCS accession travel was used to pay an
advance MALT payrment when subhead "2752" for operationa
travel between duty stations within CONUS shoul d have been
used. The appropriation data block of DD Form 1351 or
1351-2 should read as follows for this exanple:

1721105. 2750 021 43690/ 000027 1K 000000 000434564773 $131. 00CR
1721105. 2752 021 43690/ 0 000027 2D 000000 000000074123 $137. 41

20202. TEMPCORARY ADDI TI ONAL DUTY. The command that will benefit fromthe

TAD wi |l fund the TAD travel. Before issuing orders to personnel under
their respective jurisdiction, conmanding officers nust be sure that their
conmand has received an allotnment to pay for these orders. |If not, the

conmandi ng of ficer nust obtain authorization fromthe requesting office or
the CMC (MMOS), as appropriate.

1. Action. Enter the appropriation data, obtained fromthe cogni zant
activity directing the travel, on the original and all copies of the TAD
orders.

a. List the estimted costs for per diem mscellaneous expenses, and
transportati on separately. See the NavConpt Mnual, volune 2.
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b. If the travel is funded by a different authority, charge these orders
to the cognizant activity appropriation and bureau control nunmber for the
expense of the travel, and refer to the authorizing document. (These orders
will be obligated and |iquidated at the activity level.) Send a copy of
these orders to the activity whose appropriation has been charged.

>20203. MODI FI CATI ON OF ORDERS. When a Marine's orders are nodified while
in a travel status and the chargeabl e appropriation for travel is changed,
charges against the first appropriation will cease the day before the
Marine's revised orders becone effective. 1In such cases, the appropriation
chargeabl e under the revised orders is not required to reinburse the
appropriation chargeabl e under the preceding orders for travel expenses
incurred before the effective date of the revised orders. dains involving a
retroactive nodification of orders should be sent to the DFAS-KC (EYCT) via
the order-issuing authority for processing.

20204. TWO FI SCAL YEARS | NVOLVED

1. Operations and Maintenance Appropriations (®&M. |If the travel, per
diem and niscell aneous expenses are chargeable to O&M funds, charge the
fiscal year the allowances accrue. For exanple, if travel began 29 Septenber
1985 and ended 3 COctober 1985, 29 and 30 Septenber would be charged to

fiscal year 1985, and 1 through 3 Cctober charged to fiscal year 1986.

2. Transportation Expenditures

a. Appropriation Chargeable. Charge transportation expenses to the
fiscal year in which the services were purchased

b. Bulk Ticket Exchanges. Bulk tickets nust be returned to the carrier
for reissue before they expire. Carriers credit these tickets toward the
next bul k purchase, extending the life of these previously purchased tickets.
When this exchange does not occur in the sane fiscal year of the initial
purchase, the original purchasing accounting data does not need to be
adjusted, unless the price of the tickets has changed. |In this case, charge
the difference, and only the difference, to the fiscal year the exchange is
made. Bulk ticket purchases may result in unused tickets being on hand at
the end of a fiscal year.

3. Mnetary Allowance in Lieu of Transportation (MALT). Charge MALT for TAD
to the fiscal year in which the travel for each | eg of the journey began
Charge MALT for PCS to the fiscal year in which the change of station began

4. Travel Order Nunbers

a. Wen Marines travel under group travel orders or when multiple
address orders have been issued, show a separate travel order nunber
(standard document nunber, TANGO number, or travel order authorization
nunber), and a separate conplete line of accounting data in the orders for
each travel order nunber.

b. List the travel order nunber and estimated costs applicable to each
travel er opposite the travel er’s nane.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTION 3: M SSI NG SUPPORTI NG DOCUMENTS

PART A: LOST ORI G NAL ORDERS

>20301. MARINE'S STATEMENT. |If the Marine’'s original orders have been |ost,
the Marine nust a include a statement simlar in content to the following in
t he REMARKS section of the travel claim and sign beneath it:

| certify that nmy original orders have been | ost or destroyed, that
| have not subnmitted a prior claim and that, if the original orders
are located, twill not subnmit a further claim

| further certify that | did/did not receive a travel advance in
connection with these orders. (If an advance was received, the
follow ng i nformati on nust be provided:

Amount Dat e Where received )

20302. FINANCE OFFICER S ACTION. The finance officer receiving a travel
claiminvolving lost original orders will take the follow ng actions:

1. Reviewthe claimto ensure all required supporting docunents have been
subm tted. Supporting docunentation includes three copies of the Marine's
orders and original or copies of any other supporting docunments (receipts,
etc.). Copies of the orders or any appropriate certification covering the
directed travel involved may be obtained fromthe Order-issuing activity.
In sone instances, a copy may be found in the Marine's service record book.

2. Verify whether the traveler received any previous advances or payments,
or was furni shed any Government transportation by obtaining a statenent from
the finance officer servicing the Marine at the previous pernmanent duty
station or TAD site. To expedite the settlenent process, this may be

achi eved by tel ephone. Witten verification should foll ow and be retained
with the lost original orders claim

3. Make paynent/collection as appropriate. No prior approval fromthe
DFAS- KC (EYCT) is necessary. Before doing so, however, review the listing

di scussed in paragraph 4, below, to ensure previous claimhas not been paid
| ocal ly.

4. Maintain a listing with the record of paynent of |ost original orders
travel clains.

a. Include the Marine's SSN, rank, date of travel, type of travel,
itinerary, DOV nunber, and the anmount of paynent.

b. Retain the listing for the current year, plus 2 cal endar years.

c. Once a week, submt this listing under a docunent transmittal letter
to the DFAS-KC (EYCT), Kansas City, MO 64197-0001.

20303. DFAS-KC ACTION. The DFAS-KC (EYCT) will take the follow ng actions;

1. Mintain a centralized file of all liquidated [ost original orders
clains subnmitted by finance officers.
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2. Miintain this file for the current year plus 6 cal endar years.

3. Upon receipt of listing froma finance officer, verify to see if

previ ous paynment/settlenents have been nade. |f a previous paynent or
settl enent had been made, notify the appropriate finance officer to

i medi ately begin collection efforts for the full anmount of the duplicate
settl enent.

PART B: LOST RECEI PTS

20311. LOST RECEIPTS, If a required receipt has been | ost, the Marine mnust
sign a statenent showi ng the specific data that woul d have been shown on the
original receipt and attach this statenent to the claim For exanple, a | ost
| odgi ng recei pt nust include the conpl ete nane, address, and phone nunber of
the place of |odging, dates of occupancy, and nunber of occupants. |If
occupied jointly by the clainant and a person(s) not under official orders,
the single roomrate plus taxes nust be included.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 4: SETTLEMENT OF CLAI M5 WHEN ORDERS ARE
MODEFI ED/ CANCELED OR NOT FI LED

20401. MODI FIED ORDERS. |If a Marine's orders are nodified, take one of the
foll owi ng actions:

1. More Due the Marine. |If the Marine is entitled to and wi shes to be paid
a greater anount than originally advanced, pay the additional amount,
following the instructions in chapter 3, section 2, for PCS travel or
chapter 8, section 2 for TAD.

2. Less Due the Marine. |If the Marine is entitled to | ess than the anpunt
originally advanced, do not collect the unentitled portion until fina
settlenent of the claim

a. At that time, the unearned portion may be recouped by cash collection
or by checking the MVPA.

b. Mke sure the correct fiscal year appropriation data is cited in the
orders and the advance paynment and final settlement are charged accordingly.

20402. CANCELLED ORDERS

1. The conmanding officer will notify the finance office when a Marine's
orders have been canceled. Allow the Marine 10 cal endar days from the day
of cancellation to submit a claim (If the Marine fails to subnit a claim
within that time, check with the commandi ng officer to see if circunstances
may have prevented it (e.g., Marine was en route when orders were cancel ed,
etc.). Oherwise, follow the procedures in paragraph 20403.

2. Wen the claimis subnmtted, recoup the total unearned portion of the
advance. (Orders are considered effective when they are received by the
Marine. Any travel performed by the Marine or by the Marine s dependents,

or any transportation of household goods or a nobile home that had begun or
been conpleted before the Marine' s orders were cancel ed or nodified should be
consi dered when determining entitlement to travel and transportation

al  owances.) Use one of the follow ng methods.

a. Cash Collection. |If the Marine repays the excess advance in cash,
use a NAVCOWPT Form 2277: Voucher for Di sbursenent and/or Collection
instead of the claimform to show that the funds have been coll ected.

(See figure 2-4-1.) Submt it with the financial returns to nake sure the
recouprment is credited to the correct appropriation

> b. MWA Checkage. |If the anobunt cannot be recouped by cash collection
check the Marine's pay account by reporting the disbursing diary statenent
(TTC 542) shown in paragraph 140103. (This TTC statenent will activate the
del ayed checkage process.)
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> c. In either instance, prepare a NAVCOWPT Form 2277 or DD Form 1351 to
make sure the equipnent is credited to the correct appropriation
(See figure 2-4-2.) Submt it with the financial returns

20403. MARI NE FAI LS/ REFUSES TO SUBM T TRAVEL CLAIM  The conmandi ng of fi cer

will informthe finance officer if a Marine does not subnmit a travel claim
within 10 working days after reporting/returning for duty or after the
Marine’'s orders are cancel ed. The conmmanding officer will instruct the

finance officer to recoup the total anpbunt of the advance. Take one of the
foll owi ng actions:

1. Cash Collection, Prepare a NAVCOWT Form 2277: Voucher for Di sbursement
and/ or Collection, simlar to that shown in figure 2-4-1, to show that the
funds have been collected. Submt it with the financial returns to nmake
sure the recoupnent is credited to the correct appropriation

2. MWPA Checkage. |If the advance cannot be recouped by cash collection

a. check the Marine's pay account by reporting the disbursing diary
statenment (TTC 542) shown in paragraph 140103, and

b. prepare a NAVCOWT Form 2277, simlar to that in figure 2-4-2.
Submit it with the financial returns to make sure the recoupnent is credited
to the correct appropriation

20404. REI MBURSEMENT OF PREPARATORY TRAVEL EXPENSES WHEN ORDERS ARE
CANCELED, MODI FI ED OR REVOKED. See the JFTR, paragraph W4539. A claimfor
rei mbursement of miscell aneous preparatory travel expenses will be submitted
on a DD Form 1351-2: Travel Voucher or Subvoucher. Conplete the applicable
bl ocks of the DD Form 1351-2 in the manner described in paragraph 80311 if
the Marine was in a travel status. |f the orders were cancel ed before the
Marine entered a travel status, conplete only the Headi ng, as applicable;
item5, as shown below, and item 14.

5. REI MBURSABLE EXPENSES/ CHARGE FOR
DEDUCTI BLE MEALS (See |tem 24)

Dat e | Name and | Am. Caimed | Alowed |
| explanation | | |
I I I I
15 Aug 89| Travelers | $10. 00 | |
| Checks | | |
I I I I
| Passport | $10. 00 | | SUMVARY OF PAYMENT
I I I I
| Visa Fee | $5. 00 | | Per Di em
I I I I
I I I I
I I I I

I

I
Actual Expense

I

The claimw || be substantiated by:

1. An endorsenent fromthe order-issuing authority stating the orders are
revoked, canceled, or nodified for reasons beyond the control of the Marine.

2. Receipts, as applicable.
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20405. REI MBURSEMENT OF NONREFUNDABLE ROOM DEPCSI T

1. Ceneral. Reinbursenent of a nonrefundabl e advance room deposit is

aut hori zed when a Marine's orders to tenmporary duty are revoked, cancel ed,
or nodi fied for reasons beyond the control of the Marine or because of early
conpletion or term nation of the assignnment (60 Conp. Gen. 630 refers).

Rei nbursenment will not exceed the anmount of per dienfactual expense

aut hori zed for the number of days covered by the nonrefundabl e deposit.

Sone exanpl es of when nonrefundabl e room deposits are rei nbursable are;

Exanple 1. A Marine schedul ed for an extended tenporary duty assi gnment
made a nonrefundabl e $150 deposit to | ease an apartnment. Before the start
of the tenporary duty assignnent, the tenporary duty orders were cancel ed
The rei nbursenent authorized is $150.

Exanple 2: A Marine scheduled to performtenporary duty for the
period 7 through 12 Septenber obtains |odgi ngs and pays the total | odgings
cost of $175 ($35 per night) in advance. On 10 Septenber, the tenporary duty
orders were nodified to i mmedi ately cancel the renainder ofthe tenporary duty.
If the Marine is unable to obtain a refund of the advance room deposit paid
for 10 and 11 Septenber, the anount reinbursable is $70 ($35 x 2).

| Rei mbursenment is authorized for the advance room deposit paid covering the
| peri od when the were not occupied due to the change in the orders. |
| (59 Camp. Gen. 612 refers.)

I

2. Substantiation. A claimfor reinbursement of a nonrefundabl e room
deposit will be submitted on a DD Form 1351-2: Travel Voucher or Subvoucher
Conpl ete the applicable blocks of the DD Form 1351-2 in the manner descri bed

i n paragraph 80311 if the Marine was in a travel status. |If the orders were
cancel ed before the Marine entered a travel status, conplete only the Headi ng,
as applicable; item5, as shown below, and item 14.

5. REI MBURSABLE EXPENSES/ CHARGE FOR DEDUCTI BLE
MEALS (see item 24) |

Dat e Nat ure and Al | owed Al | owned|
Expl anati on Cl ai ned |
5 Sep 89 Nonr ef undabl e $150. 00

room deposit for

SUMVARY OF PAYMENT

Orders Cancel ed Per D em

I I
I I
I I I
I I I
I I I
I I I
| the period to | |
I I I
I I I
I I I
I I I
I I I

I

I
Act ual Expense

I

The claimw || be substantiated by:

a. An endorsenment fromthe order-issuing authority stating the tenporary
duty orders are revoked, canceled, or nodified for reasons beyond the
control of the Marine.

b. A receipt indicating the anount and the dates covered by the advance
room deposit.
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VRCAER FOM (SR SEMEMT AN DA COLLECTION MAYCOMPT £ ORM 23TT (P75 (01) SN 0101 F- 32 . 211D Faga h of Fager
& & A Fy A _A A 1 & A A &
T U i. Dute 3 Reterence Dotument No. 4. WN Namber 5 Voucker Mo
orEe. (] COLLECT [ CV 11000
6. FROW: 1. BAIDEY:
CHECK N,
a 10,
[ Marine Corps Finance Conter 1
[ Consalidated Diahm-ain_y Divisiga i
[ Kaosas City, MO 841970001 ]
9. ARTICLES, SERVICES QR ITEMS
A mvoice om | B patioree. | © DESCRIPTIGN O guan. | E JMITPRICE (5§ are
QRDER NO. UIVERY/ASERVICE. IREMITTER, EXPLAMATION, DETANS, ETC.) L pow e AR
BROWN R W. Capt 093 47 98T 317570
Hefund TA PD oo DOV #7498 dtd
BSGTIA Sym 9999
AcetJ. M, (PBrien
G CISCOUNT TERMS W TDTAL 17571
10, TYPE UF FAYMENT O AMLL- COMPLERE[] PRATIAL [] FiNaL [] PROGRESS ] ACVANCE [
11, ACCOUNTING £1A5SIEICATION 10 8E CAEDITED (COLLECTION
Aoacaw 1B aperopais. [C s [ 5 oop. | EoBupeac | ¢ G and [M flpas |/ costeons " ARMOUNT
TION WEAD LRSS TOMTRG LT (Al W45 CLARAENCY DML TS
1711404 2705 | 021 416849 3 | 000027 | LK MDCIODI 000053478887 $L78.70
12, DEDUETIONS
A oacen | B TRanseORTATION C tmscoumt D.orax L oseserve | G AL rDRALRN
WHSCELLANEQUS 5. CURRENCY O8L¥)
kY
l T ow sppe oprintos dats veactly as clted oo the sdvance
H. CURRENCY. EXCHANGE RATE =100 |1 Toval pEDULTIONS
12. ACCOUNTING CLASSIFICATION 70 BE CHARGED (CNSBLWSEMENT)
A nchi 1B apeopriA- | CosoEe )P oow | E owuReau pF Boana (M| pan | costoope x AMNT
TN veao | cass [ ocomtmar | on i {5 CURRENCY OHr 1)

L

TOTAL HET AMOUNT TO A kAID (AL OCK Bk MINUS BLOCK 12-1)

14, INSPECTIIN REPORT NS

] 15, GOWTRAL NOS

16, ARFRGVED 1T CERTINED
ar __ _J. M. OBRIEN — 14
890718  nne__ LTCOL USMC TITLE
IDATE} IDATE)

1B, PAYMENT RECEIWED"
PaYEE.
PER-
THLE-

[P S ——— D S

Figure 2-4-1.--Cash Collection When Marine's Orders are Canceled.
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VOUCHER FOR DISBURSEMENT AND/OR COLLECTION-NAVCOMPT FORM 2277 (8PT.) (2-81) /N 8104-LF-702-2770 Page 1 of Pages
A 4 A A __4A A A A_ A
1. Purpose 2. Date 3. Reference Document No. 4. Bill Number 5. Voucher No.
pise. [J COLLECT [® 890818 12345
6. FROM: 7. PAID BY:
CHECK NO.
RD’ i »
MCRD, San Diego, CA PAID STAMP
8. TO:
{  Marine Corps Recruit Depot )|
[ SanDiego,CA ]
{ ]
9. ARTICLES, SERVICES OR ITEMS
A. INVOICE OR | B pATEOFDE | C DESCRIPTION D. QUAN- | E. UNITPRICE | F. AMOUNT
ORDER NO. LIVERY/SERVICE. (REMITTER, EXPLANATION, DETAILS, ETC) TITY
cosT | PER
To register pay account checkage of travel
advance made to E. T. JONES, Sgt, $150.00
USMC, due to orders being cancel
Advance paidon DOV#54321 DSSN 7698
on 890731.
Charge MMPA on disbursing diary dtd
890818 DSSN 6798
G. DISCOUNT TERMS H. TOTAL $150.00
10. TYPE OF PAYMENT OR BILL: COMPLETE[] PARTIAL ] FINALJ PROGRESS [] ADVANCE O
1" ACCOUNTING CLASSIFICATION TO BE CREDITED (COLLECTION)
A. AcRN | B- apprOPRIA- | G suB- | D-osi. |E sureau [F- |G aaa |H | paa | costcooe K. AMOUNT
TION HEAD CLASS | CONTROL | sa 1 (U.5. CURRENCY ONLY)
17*1105 2750 021 41690 0 |000027| 1K 000491326713 $150.00
12. DEDUCTIONS
A- ACRN | B- TRANSPORTATION C. DISCOUNT D. tax E. reserve | F- G.  TOTALFORACRN
MISCELLANEOUS (U.S. CURRENCY ONLY)

I *Show appropriate fiscal year J

=$1.00 1l. TOTAL DEDUCTIONS

H. CURRENCY: EXCHANGE RATE
13. ACCOUNTING CLASSIFICATION TO BE CHARGED (DISBURSEMENT)
A- acan | B aprropria- | € sus- | D-omi. | E Bureau | F G. aaa |H |l paa | cosTcopE K. AMOUNT
TION HEAD cLass | conTROL | sa 21 (U.5. CURRENCY ONLY)
17*1105 2702 011 12691 0 | 000027 21 000000071130 $150.00

L

TOTAL NET AMOUNT TO 8E PAID (BLOCK 9-H MINUS BLOCK 12-1)

14. INSPECTION REPORT NOS:

15. GOV'T Bt NOS:

16. APPROVED

(DATE)

17. CERTIFIED

BY BY A.B.CHARLES

TITLE 890818  TmLe LTCOL, USMC
(DATE)

18. PAYMENT RECEIVED:

PAYEE-
PER-
TITLE-

Figure 2-4-2.--MMPA Checkage When Marine’s Orders are Canceled.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 5: DOUBTFUL CLAI M5

20501. GENERAL. Doubtful clains include those clains

1. where an entitlenent is in question

i nvolving a retroactive nodification/correction of orders,
of fornmer Marines,

i nvol ving lost original orders (see section 2, also), or

subm tted on behal f of a deceased Marine for entitlenents due but not
ai d before death.

TU A W N

20502. EXCLUSI ONS

1. dains involving a prior fiscal year and clains based on orders that were
nodi fi ed before travel began are not considered doubtful. These clains
shoul d be settled | ocally.

2. Cdarifying information obtained after the entitlenents accrued does not
constitute doubt, either. Exanples of this information are infornmation that
does not change the right to an entitlenment or that clarifies an issue not
clearly stated in the orders, such as the appropriation to be charged.

20503. SETTLEMENT. Wien a Marine's claimfor settlenment of travel and
transportation allowances is in doubt, pay that portion of the claimnot in
doubt. Then, take the foll owi ng actions:

1. Conplete as nmuch of the travel claimand covering paynment voucher, if
used, as possible. Place the follow ng statement on the front of the paynent
voucher:

OUTSTANDI NG TRAVEL ADVANCE(S) ACCORDI NG |
| TO ENDORSEMENTS ON ORI Gl NAL ORDERS $ |

2. In the miscell aneous nenorandum section of the Marine's pay record,
sunmari ze the circunstances creating doubt and enter the date the clai mwas
subni tted.

>3. Subnmit the claimand covering paynent voucher to the DFAS-KC (EYCT),
Kansas City, MO 64197-0001 for processing. Include the follow ng supporting
docunent s:

a. The original and two copies of the Marine' s orders, including
supporting docunents.

b. An expl anation concerning the questionable nature of the claim
c. A statenent in the letter of transnmittal sinlar to the foll ow ng:
I have not made payment and will not nake paynent unl ess

aut hori zed by conpetent authority.
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4, Cainms involving retroactive nodification or retroactive correction
of orders must be forwarded to the General Accounting Ofice via your
conmandi ng of ficer and the DFAS-KC (EYCT). GAO s address is provided in
par agraph 20504.2. The commandi ng officer (order-issuing authority) is
responsi ble for providing the facts and circunstances relating to the

i ssuance of orders invol ved.

>20504. DFAS-KC ACTI ON

1. The DFAS-KC (EYCT) may settle the claimor return it to the originating
finance officer for liquidation after determining the validity of
guesti onabl e entitl enents.

2. The DFA-KC will forward clains to the General Accounting Ofice if a
guestion as to its validity still exists. The address is as follows:

CGeneral Accounting O fice

Paynent Branch - Cainms G oup

Room 5446 (GGED) -- if doubtful portion not yet settled
Room 5046 (GGED)-- if doubtful portion previously settled
Washi ngt on, DC 20548

> 20505. APPEALI NG DFAS- KC DECI SIONS. Determ nations made by the DFAS-KC
(EYCT) may be appeal ed by the finance officer or the Marine concerned. These
nmust be forwarded to the GAO foll owi ng the guidelines of paragraph 10104. 3.

20506. ADVANCE DECI SIONS. A finance officer may present clains involving
guesti onabl e al |l owances to the Conptroller General for an advance deci sion
of entitlements due. Review the NavConpt Manual, paragraph 041322-2 before
submtting a request for an advance decision to the Conptroller. The
Comptroller will not answer inquiries (1) if a paynment has al ready been made
or (2) about a hypothetical case.

1. Prepare a cover letter. Include information concerning the questionable

point. Attach this letter to the signed conpleted claimformand supporting

docunent s.

2. Forward the letter and enclosures fromthe finance officer to:
Conptroller General of the United States

CGeneral Accounting O fice
Washi ngt on, DC 20548

a. the DFAS-KC (EYCT),

b. the Commandant of the Marine Corps (MPP)-for Marines, (MPC) for
civilian enpl oyees, and

c. the Chairman, Per Diem Travel and Transportation Al owance Committee.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 6: FALSE, FICTITIOUS, OR FRAUDULENT CLAI M5

PART A: REFERENCE

20601. CGENERAL. See JFTR, paragraph U2505. (57 Comp. Gen. 664,59 Conp. Gen.
99,61 Comp. Gen. 399)

20602. PENALTI ES/ PROCESSI NG OF FRAUDULENT CLAI M5

1. The NavConpt Manual, paragraph 041357, explains the penalty for
submitting a false, fictitious, or fraudulent claim It explains howto
handl e unpaid and paid clains, as well as reclains; howto deternmne if a
claimis fraudul ent; what action to take when a suspected fraudulent claimis
presented for paynent; report requirenments; and the accountability of anopunts
erroneously paid due to fraud.

2. Do not return a claimsuspected of fraud to the Marine for resubm ssion.

PART B: COLLECTI ON OF FRAUDULENTLY PAI D CLAI M5

20611. CGENERAL. If an advance had been paid or an inproper paynment has

al ready been nmade, the finance officer who made final settlenent on the

cl ai m shoul d make sure the actions described in the foll owi ng paragraphs are
t aken.

20612. MARI NE' S PAY ACCOUNT SERVI CED

1. Recoup the anobunt in question using one of the follow ng nethods:
a. Cash Collection. Collect cash fromthe Marine whenever possible.

Use a NAVCOWPT Form 2277 Voucher for Disbursement and/or Collection, as
shown in figure 2-6-1, to show that the funds have been collected. Be sure
to include;

(1) the reason for the collection,

(2) the DOV nunber on which the claimwas paid,

(3) the date of the DOV,

(4) the DSSN,

(5) the anount of the collection, and

(6) conplete appropriation data to which the collection is to be

credited.
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b. MWA Checkage Check the Marine’'s pay account using the finance diary
statement shown in paragraph 140103. Include a history statenent containing
the i nformati on shown above. For exanple:

H ST: CHECKACE RESULT OF FRAUDULENT PAID CLAIM ON DOV 27419
DTD 890530 BY DSSN 6187

2. Forward the conplete investigative file or a detail ed chronol ogy of the

manner of discovery to the Marine’s commandi ng officer; include a statenent
of the collection action.

20613. MARI NE TRANSFERRED

1. Prepare a DD Form 139: Pay Adjustnent Authorization (PAA), as shown in
figure 2-6-2. Include the follow ng information:

a. the circunstance of fraud,

b. the DOV nunber on which the claimwas paid,
c. the date of the DOV, and

d the DSSN.

>2. Forward the original PAA to the DFAS-KC (JE) for checkage of the
Marine’s account. The DFAS KC will take the followi ng actions

3. Check the Marine's pay account using the disbursing diary statenent
shown i n paragraph 140102. |Include a history statenment containing the
i nfornmati on shown above. (See paragraph 20612. 1b for an exanple.)

4. Forward the conplete investigative file or a detailed chronol ogy of the
manner of discovery to the Marine's comandi ng officer; include a statenent
of the collection action taken.

5. Forward a copy of the Marine's PAA to the Marine's new finance officer.

>20614. MARI NE SEPARATED FROM ACTI VE DUTY. Forward the conplete
investigative file or a detailed chronol ogy of the manner of discovery to
t he DFAS- KC ( EYCT).

PART C. RECLAI M5

20621. REFERENCE. Navconpt Manual, paragraph 041357, and 57 Conp. Gen. 664.

20622. RECLAIMS. The Marine may file another claim ('reclain) when part

or all of the claimhas been determined to be fraudulent and is denied. This
reclaimmay be for any or all of the denied anmount, to include any portion

t hat has been recouped. The Marine nust forward the reclai mthrough the
appropriate channels to the General Accounting Ofice (GAO for settlenent.
Those channel s shall attach all reports and reconmendati ons.
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VOUCHER FOR ISBURSEMENT AND/OR COLLECTION-NAVCONPT FORM 2277 (1.} (2-81) S/N $104-LF-702-2770

Paga 1 of Pages
4 A A A A A A A A A 4
1. Purpose i Dare 3. Reference Oocument Mo, 4. Bill Number 5. Youcher Mo,
oise. O COLECT B 880307 C28531
i FROM: 7. PRID BY:
CHEEK NO.
& TO:
{ Dishursing Office 1
[ MCB ]
{  Campy Pendleton, CA 32055-5000 1
9. ARYICLES, SEAVICES OR ITEMS
A voicE OR F B opatecFoe- | C DESCRIPTION D guan- | E UNITPRNE | £ AMOUNT
ORGEA NG, UMERY/SERVICE. (REMTITER, EXMLANATION, DETAKS, €TC) Y P
STAFFORD, Eli A., Sgt 129 48 5211, $269.13
USMC, HQCO, HQBN, MCEB, Camp
Pendleton, CA
Collection as a resnit of fraudulent paid
claim on DOV 27419, dtd 890731 by
DSSN 6187
G, DISCOUNT TERMS H. TOTAL §269.13
10. TYPE OF PAYMENT OR BILL: COMPLETEL] PARTIALD FIMAL ] PROGRESS 1] ADVANCE []
", ACCOUNTING CLA SSIFICATION TO BE CREGITED (COLLECTION)
A pcrN | B aperopria- | Csup- | Dooms. | E ooureas [P |G- ama {H | Lpan ¥ cosTcooe K. AMOUNT
TION HEAD | cLASS | CONTROL | ca T {U.5. CURRENCY GNLY)
17*1105 2153 | 021 44680 0 | 000027 | 2D | 000000| 000000074125 $269.13
12 DEDUCTIONS
A acan | 3 Taa ATION © DisCOUNT D tax £ peserve | F- 6. TOTALFORACHN
MISCELLAKEOLUS (5.5, CURRENCY ONLY)
%
L‘M appropriste fiscal year
H. CURRENCY: EXCHANGE AATE w§1.00 [l TOTAL DEDUCTIONS
13. ACCOUNTING CLASHFICATION T BE CHARGED (DISBURSEMENT)
A acaM | B approprsa. | G sus- |0 om. |6 osoreay |F |8 amna | B |t pam |- cosTCoOE L9 AMOUNT
Tiou HeaD | cass | cowmon | sa ko {L2.5. CLRRENCY OMLY)
L TOTAL NET AMOUNT TO BE PAID {BLOCK $-H MINUS BLOCK 12-1)
14. IMSPECTHIN REPORT NOS: I 15. GOV'T BAL NOS:
16, APPROVED 17, CERTIFIED
sy__ A.B.CHARLES Ay
..poos0T  tme___ LTCOL, USMC TME
{DATE) {DATE)

18. FAYMENT RECEIVED:

PAYEE:
PER
TITLE-

Figure 2-6-1.—-Cash Collection of & Fraudulently Paid Claim.
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MOTE, of merber hoa e Ursnalerced, forward theg authorzanse wo the olficer
PAY AD'"JSTM ENT hUTHDRIZA.nDM currently malnralaing the mamber s pay feioed.
MEMPER  iLast Name) (Fimt) iraldclhe) FILESERY-CE MG, | GRADERANKRATE | BRAMCH OF FAVICE DATE
S5TAFFORD ELI A, 129465211 8GT LISM( 90801
PAY GRACE WO, LALT PAY RFECOAN FXAMINED [IF applicabde] AMOUNT GPPRGPRIS] (N DA 5 1TTI05.2753 21 44650 0
ES NiA $Z68.13 H0QOZT 203 00000 0000000 T4125

FROM HAME OF ACCOUNTARLE 0.6,

Disburging Officer LTCOL & B. CHARLES

Marina Corps Base

Camp Pendleton, CA S2055-6000 SYMBOL WY th A} EXCEPTION COGE

GlHT NIA
rcumma"djng Ofﬁcer .r YO ARE HCATET aUT IR b0 TG
TO Maring Corps Finance Center (d CHARGE [ ] CREDHNT
L Kanaes City, MO 64197-0001 |

THE MILITARY PAy RECODL OF 143
WEMBER LISTED gt

ExPLANATION ANOAOR BEASON HOR ADILFSTMENT

Checkage of MMPA required as a result of freudulant paid slaim gn DOV 27419 ded 850721 by DESN G187,

Credit checkage tv above cited appropriation.

Tha pizcw'e Bjirinment it based o a thorgugh pesminetion of ol svallable records. I the Glabmrking OHficer bes hnowledge that 3 previous adpusinient has been
TR O v vy Chit achtmant should not b made Far This arme e, this authorlzation shousd be smiurned with & Brief sLiterment oF the reason tor Pailues 1o ke 1he|
] L

.1 ] CERTIEY ING QFFICER [name, rank!grade., and signature)
A_B.CHARLES, LTCOL USMC BY:

| CERTIFY that the adjustmentmdicated above has been entered on the abave-named members's Military Pay Record
{If adjustment has not besn entared, give axplanation on reverse aver 00,5 signature and sym bol number }

TrPED Nakit aND GRADE OF 00
0.0 SYMBOL HO. | DATE
L i SIGHA TURE
FORM 139 {SPT) REPLACES DD FOAM 118, 1 00T 40 00 FORK 139, 1 1AM 39, HAY § AND A FORMS 540, 541, AN E42 Form approved by
1 ¥y 53 NRVML BIBISC AND MGV B3-S0, ALL OF WHICH MAY BE JSED UNTIL STOCKS SRE EXMHALISTED, CompGen L%
SN 0101-300280: Apel 23, (953

Figure 2-5-2.--PAA Checkage of a Fraudulently Paid Claim,
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ON 7: EXPENDI TURES ON OFFI Cl AL BUSI NESS;
TRAVEL W THI N AROUND DUTY STATI ON

PART A: EXPENDI TURES ON OFFI Cl AL BUSI NESS

20701. REIMBURSEMENT. Marines nust prepare an SF 1164: Caim for

Rei mbur sement for Expenditures on Oficial Business to claimreinbursement
for travel within and around the permanent duty station. The Marine nust
list expenses by date, item and anpbunt, and explain the nature of the
expenses. The commanding officer will furnish the conplete accounting data.
The Marine will sign the original form the authorizing officer nust approve
it. The original, plus two copies, can then be forwarded to the

di sbursing officer for payment. |If a disbursing officer is not available to
pay the claim the claimnmy be subnmitted to an inprest fund cashier

PART B: TRAVEL W THI N AROCUND DUTY STATI ON

20711. REFERENCE. JFTR, volune 1, chapter 3, part F.

20712. TRAVEL W THI N AROUND PERVANENT DUTY STATION. A Marine nust prepare
an SF 1164: dCaimfor Reinbursenent for Expenditures on Oficial Business
or a DD Form 1351-2: Travel Voucher or Subvoucher to claimreinbursenment for
trav4d within and around the pernmanent duty station. (See figures 2-7-1

and 2-7-2.)

1. The Marine nust list the expenses by date, item and anpbunt. The Marine
nmust explain the nature of the expenses, and sign the original form

2. The approving authority, who is the local commandi ng officer or
designated representative, will furnish the conplete accounting data and
approve the claim

3. The original, plus two copies, can then be forwarded to the disbursing
of ficer for paynent. |[If a disbursing officer is not available to pay the
claim the claimmy be submitted to an inprest fund cashier

4. The disbursing officer (or inprest fund cashier) will pay the Marine in
cash or check. |If paid in cash, the Marine nust sign block 11 of the SF1164.

5. File a copy of the SF1164 in the disbursing officer retain files.

20713. TRAVEL W TH N AROUND TEMPORARY DUTY STATION. A Marine may have to
make nore than one trip per day fromthe place of business or lodging to a
pl ace where neals may be obtained. This may occur if those neals cannot be
obt ai ned at the place of business. The Marine's comandi ng officer or
order-issuing authority nust approve those trips, either in the basic order
or an endorsenent, for a Marine to be reinbursed for them
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1. A Marine nust include the expenses incurred on the DD Form 1351-2:

Travel Voucher or Subvoucher, the SF 1164: daimfor Reinmbursenent for
Expendi tures on Oficial Business, or a locally reproduced form The date,
time, amount, odoneter readings, and nature of the expense nust be identified
on whatever fornidocument is used. (See figures 2-7-1, 2-7-2, and 2-7-3.)

2. A Marine may cl ai mexpenses for transportati on between the Marine's

pl ace of | odging and pl ace of business and between the place of business and
the place where neal s are procured, per JFTR, paragraph U3510. The Marine
nmust provide information covering the points involved, the nileage clained,
and the basis by which the mileage was determ ned (odoneter readings). This
i nformati on nmust be submitted separately on the DD Form 1531-2 in item5, or
any other locally reproduced form The necessity for the travel nust be
expl ai ned.
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$/M 0102-LF-013-2803

TAAYVEL VOUCHER OR SUBVGUCHER ol et we eanel] 10. FOR DG USE ONLY
mommcrmmumgmummsm 7O COMPLETING THIS FORM., DO VOUCHER NO.
LAST MAME FIRST h;\\ME MIDCLE INITAL (Print/Type) Ifm&m( 55N SUBVOUCHER NO.
CHECX MAILING ADDRESS {Incfude ZF Code) DJTY PHONE NO. PAID BY
QRGAMIZATION AND STATION

MCFC/SET Reneas [ (V]
TRAVEL ORDERS (Parugraph, 5 0. No., isuing MHq., Date} {Inchude amending ordersh
A-D00

PRIOR TRAVEL PAYMENTS DR ADVANCES UNDER THESE GRDERS (Amownt, DO Youcher Mo, Dale Recedived,
Place Paid. or DO Station No. i none, so state)

NONE
1. ITINERARY {See ftem 25 for Symbols) 2 anumeer | a4
OF MEALS
DATE| LOCALTIME PLACE COST | govT POC
{24 Hour Clock} (Huame, Office, Bate, Activity, OF OPEN { MILES
1988 and Stute; City and Gourttry, e LODGING / MESS
71 { DEP | 1000 MCFC, .C. MO DED.*3
1 | ARR | 1030 | Richards Gebeur AFE MO
] oer | e /
mn ARR [ 1130 MCHC, K. C. MO COMPEUTATIONS
DEP /
ARR
oEp /
ARR
DEP
ARR
DEP
ARR
nEP
ARR /]
5. REIMBURSABLE EXPENSES/CHARGE FOR DED UCTIBLE MEALS * (See item 24)
DATE NATURE AND EXPLANATION AMT CLAIMED | ALLOWED
1dJul In wnil aronund POE milsage
Odometer rendinr 931963 132 205 HA Y SUNMARY QF PATIENT
F5-pan 1260 20k FA Per Diem
Agproved by} {oidurs fesuing official) Actual Expense
6. Long distance telephone calls are certifled as necessary in the APFROVING OFFICER (31 LISC 5502) Mileage of Transp Aliowances i
interest of the Government. | ursabie Expenses
7. TRSIMTASIMTS G none, 50 stats) Totat Entitiement 434
HUMBER ERRM 19 Lex Previous POVMEDt
Less Voucder Deductions.
At Cha rged 1Q Al Class
17, PAYMENT DESIRED
[ CHECK [J_GasH
8. LEAVE STATEMENT: days hours taken and 2. . [ PERDIEM AEQUESTED
9. POCTRAVEL [ OWNER/OPERATION (Sew ffum 22d) [] PNSSENGER 3. BAS RATE

PENALTY: myjfar willfully making a false claim is: 4 MAXIMUM FINE OF $16,000 OR MAXIMUM IMPRISONMENT OF 3 YEARS, OR BOTH (.5 Cade, Titin 18
287,

- 1 hareby daim ary amount due me. The staternentts on face, reverse, and 14. SKGNATURE OF CLAIMANT DATE
are true and y f credit has not been received. ULD N, WIER 20 JUN 1889
15, ACCOUNTING CLASSIFCATION
In and arcund PDS mileage
16, COLLECTION DATA
17. COMPUTED BY 16, AUDITED BY ;!.\t; TVL ACRD POSTED 20. RECENVED (Payee sigmature s date or check no.} 21. AMOUNT PAID
-

FoRM Exception tc 5F 1017 and 70722
B 1unmm 1351-2 EDITION QF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED. 2pproved by NARS, GSA April 1978

Figure 2-7-1.~-DD Form 1351-2 Used to Claim Travel Performed Within
and Around Permanent Duty Station.
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CLAIM FOR REIMBURSEMENT | 1 DerarmvENTG EETABUSHMENT, BUREAU, DIVISION DR OFFICE | 2. VOUCHER NUMBER
FOR EXPENDITURES
3. SCHEDULE NUMBER
ON OFFICIAL BUSINESS MCFC/SET
Read the Privacy Act Statement on the back of this form 5. PAID BY
4. a. NAME (Last, first, middfe initial) b. SOCIAL SECURITY NO.
000-00-0000
€. MAILING ADORESS @ndcdemcodt) d. OFFICE TELEPHONE NUMBER
1500 E. Bannister 7976
Kanaas City MO 841970001
6. EXPENDNTURES  (if fare daimed in col. (g} exceeds charge for g persan, shaw in oo, () the nember of additional persans wiich accompanied the
dammant.}
shaw sppropriate code in ool (B): AMOUNT (LAIMED
DATE . 3haw appropr n MILE:GE o
0 aTelephore or triegraph, or . FATE ‘ ADO. | TIPS AND
D COther Expenses (itemized) . MiLEaGE | Farz | Per- | miscEL-
et E (Explain expenditures in speciilc detail.) NO. OF GATELL | SONS | LANEOUS
(= ] {< FROM @710 ""(':;5 0 @ @ @
L] ¥
10814 | PDS Location Off Station Location | 29 1210 :
1090 h :
1091 . . . . . .
1190 A | Off Station Location | PDS Location 29 1210 . .
Tt 1s not necessary to Wse a DD Form 1351-2 Travel Voupher for fravsl .
in and arcund the per.:ﬁ:.nent duty station. waever, this form fnus€be :
Approved by the order|iSsuing OIfiCiAL PTiOT td DAY et . y .
if additfonal space is required continue on the beck. SUSTOTALS CARRIED FORWARD FROM THE . . .
BACK A
7. AMOUNT CLAIMED (rotal of cokt, (Dand @Jp $ TOTALS 58 24520 . :
" L 10. 1 cactity that this dair ks true and correct 1o the best of my
8 This claim i ap . Lorg cails, i shiwn, mnertmed
i P ﬁ!oinﬁrmbﬂhe kore: 1 hong distance ::eo"wledge an:yb:i:f and that payment or credit has not
an inchuded, the aporoving offical mut have beer mAhorized, in m‘illﬂg. by
the head of the department or agency to 3o certity (7 U.5.C. 680k} Sign Oniginal Orly
DATE
Sk Originad Only CLAIMANT
BATE . SiGN HERE D
APPROVING 1. CASH PAYMENT RECEIPT
CFFIOAL P
JsiGN HERE & PAYEE (Signaturs} b. DATE RECEVED
IQ. This claim is certifiad comrect and proper for payment.
& AMOUNT
Sign Qriginal Only s
AUTHORIZED DATE
CERTIFYING P 12. PAYMENT MADE
OFFICER BY CHECK NO.
SiGN HERE
ACCOUNTING CLASSIFICATION
1164-210 STANDARD FORM 1164 (Rev.11:77)

Prescribed by GSA, FPMR (CFR41) 1017

Figure 2-7-2.—SF 1164 Used to Claim Reimbursement; Not Used in
Conjunction with DD Form 1251-2.
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CLAIM FOR REIMBURSEMENT | |- DEPAKTMENT OR ESTABUSHMENT, SUREAY, DIVISION OR GFFICE | 2 VOUCHER NUMBER
FOR EXPEHCITURES ’
1, SCHEDULE NUMBER
O CFFICAL BUSINESS MCFC/BET
Read the Privacy Act Statement on the back of this form 5. PAIDAY
4, 3, NAME {Last. Arst. myicidle ipitipl) k. $0CIaL SECURITY NG.
100-00-0000
C MEAILING ADORESS {Include ZIF Cooe} d. OFFICE TELEPHONE NUMBER
1500 E. Bannistar 1976
Kansas City, MO_64197-0001
6. EXPENDITURES (M fare claimed in col. (g) exceeds chavge for one person, show in col (h) the rumber of additional persons which accompanied the
mant)
shaw appropriate codw in col. (b): CLAI
DATE € local travel " M;Li.::s AMOUNT MED
O gTeienhone or telegraph, o . ADD, | TPSAND
D COther Expenses (ffemized) mieaGe | Fame | pere | musce-
H_ B {Explain expanditures in spedfic detail) NO. OF CATOLL | SONS | LANEGUS
(o ® &) FROM @10 ”‘;:fs 0 @ m: o
L] Ll
314 A Lodging Location Duty Location 6 123 - :
320 : :
391 \ .. . . . .
A Duty Locatien Dining Location 10 205 : :
330
331 . . :
240 A{ Dining Location - Duty Location 10 24905 . B
341 A| Duty Location Lodging Lecation 6 123 :
Can be used as an attefchment to the DD Forng 1351-2 Tkavel:Vojchar :
toclaim In and around mileage. Approvalispot requuF. . . M
. y .
1 add, i speca is required an the back, 5UBTOTALS CARRIED FORWARD FROM THE : : .
BACK M
7. ABMGUNT CLAIMED (Totat of cois. (Band fir § TOTALS 32 656 : :
. 10, { certify that thiv daim is tros and correct o the best of my
8. This dalm Is approved. L distance telephome ils‘ i shenen, ara cartiflad
o il lnurutl:;gme =] Sephe L= ] o phvi ::mwledrga an:rb;l:‘l'andd'm payment or cradit has not
are included, the spproving official must fave been wﬁmﬁzed.lnwrlrfng,by ceceived
the head of the departinent o sgency 1o so carttly (31 U.S.C. 650s.) Sign Origined Onty
DATE
Sign Gniginal Oaly CLAIMANT
DATE SIGN HERE D
APPROVING 1" CASH PAYMENT RECEIPT
CFRICAL ¥
iGN HERE a. PAYEE (Signaturs) b. DATE RECEIVED
9. This claim |s certified correct and proper fior pryment.
£ AMOUNT
Sign Original Qnly ;
AUTHORIZED DATE
CERTIFYING 12 PAYMENT MADE
CFFICER AY CHECK NO.
SIGH HERE
ACCOUNTING CLASSIFICATION
STANDARD FORDME 1164 {Rew,11-77)
1164210 Prescribed by G54, FPMPR (CFR 47) 1077

Figure 2.7-3...SF 11684 Used tc Claim Reimbursement;
Used in Conjunetion with DD Form 1351-2.
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CHAPTER 2
GENERAL PROVI SI ONS

SECTI ONS: M SCELLANEQUS

20801. RECEI PTS I N FOREI GN CURRENCY. A translation nust acconmpany receipts
for travel expenses or |odging that are expressed in a foreign | anguage.

The travel voucher nust include amounts equal to U. S currency, at the rate

at which the foreign currency was di shursed. The exchange rate will rmrust be
shown on the travel voucher.

20802. REQUI REMENTS FOR DUAL LODA NGS ON A SINGLE DAY. The order-issuing
aut hority must endorse a Marine's orders or attach a certificate stating the
need for the Marine to retain | odgings at nore than one | ocation on a single
day. See JFTR, paragraph U4125.

20803. TRANSPORTATI ON TO OR FROM CARRI ER TERM NALS. See the JFTR
paragraph U3410. Al so, refer to 47 Conptroller General 469 for a definition
of a 'local comon carrier termnal.’

20804. MULTI PLE PAYMENT PROCEDURES. When several Marines have perforned
travel between the sane points, at the same tine, and the appropriation data
is identical, a single DD Form 1351-2 can be used to cover the entire group
Enter the notation ‘VARI OQUS PAYEES. SEE ATTACHED LISTING in the appropriate
bl ocks for the claimant’s nane and signature. Use either the DD Form 1351-2
or 1351 to neke the paynent. Support the claimwith a DD Form 1351-6:
Multiple Travel Paynents List, conpleted as explained below. |f orders were
not issued per JFTR, paragraph U7100, the commandi ng of fi cer or designee

will certify the claimon the reverse of the DD Form 1351-2.

1. Voucher Nunber. DD Station Nunber, and Date of Paynent Bl ocks. Enter
applicable information at the tinme of paynent.

2. Page of Pages and Organization and Station Blocks. To be conpleted by
t he conmandi ng or finance officer who conpletes the form

3. Type Nane and Title and Signature Bl ocks. Leave bl ank

4. Travel Authority - Payee ldentification Signature Colum. Enter the
followi ng information:

a. The order nunber, unless travel is wthout orders per JFTR,
par agraph U7100.

b. Each Marine's nanme and social security nunber.
c. Each Marine nust sign the original 1351-6
5. Itinerary Designation Colum. Leave bl ank
6. Anmpunt Paid Colum. Enter the anpbunt paid to each Marine.
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7. Check Nunber or Receipt for Cash Columm. Enter the nunber of the checks
if issuing checks to the Marines. |f paying cash, have each Marine sign for
receipt.

8. Total Block. Enter the total anount paid.

An exanpl e of a conpleted DD Form 1351-6 is shown in figure 2-8-1.

>20805. SEPARATI ON BEFORE TRAVEL ADVANCE SETTLED/ RECONCI LED. Travel
Advances will be settled or reconciled before the Marine's separation, when
possi bl e. Deduct the total ampbunt of the travel advance fromthe final pay
and al | owances due the Marine when substantiating docunents are not avail able
and travel advance(s) cannot be settled or reconcil ed before separation.

| ssue a statenment to the Marine which will confirmthe anpbunt of the
advance(s) that was deducted fromthe Marine's final pay and all owances due.
This statenent will enable the Marine to later file a final settlenent for
travel allowances due when the required substantiating docunents are | ocat ed.
The separation travel allowances authorized by chapter 5 for enlisted
menbers are exenpt fromrecoupnent action as restitution for prior unsettled
travel advances. For enlisted nenbers, travel allowances renmining due after
the conpl etion of separation travel nmay be collected (see chapter 5,

section 3). See paragraphs 30443 and 80443 for actions required when an
unsettled travel advance is discovered after the Marine has separated.

20806. SETTLEMENT OF TRAVEL CLAI M5 FOR MARI NE CORPS PERSONNEL RETURNI NG TO
THE UNI TED STATES FROM TOURS OF DUTY W TH THE DEPARTMENT OF STATE AS SECURI TY
GUARDS. When settling travel clains for Marine Corps personnel returning to
the United States fromtours of duty with the Departnment of State as security
guards, nmake sure the cost of per diemand |and travel of the personnel from
their actual port of debarkation CONUS to their new duty station, not to
exceed t he distance from Washington, D.C., to the new duty station, whichever
is nearer, is charged to the applicabl e permanent change-of-station
appropriation accounting data and functional account 74960. Any travel in
excess of the foregoing will be charged to the applicabl e pernmanent change- of
-station appropriation accounting data including the applicable functional
account nunmber. [|If an advance has been nade by the Departnent of State, it
wi Il be deducted on the face of the voucher and the net anount due wll be
paid to the Marine.
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MULTIPLE TRAVEL PAYMENTS LIST

VOUCHER NUMBER
121

0. O. STATIGN NUMBER
6092

page 1 of 1 pages

ORGANTZATION AND STATION

HQ BN, 2D F38G, FMF, CAMP LENEUNE, NC 28542

DATE OF PAYMENT

8/19/89

PURSUANT TO AUTHORITTY VESTED [ ME, | CERTIFY THESE STATEMENTS ARE CORRECT AND PROPER

TYPED NAME AND TITLE

SIGNATURE

The statements herson and mttached hersio e ttue mnd complats and payment or credit has not hean recetved

(mx avidenced by the payes’s signaturw),

TRAVEL AUTHORITY - BAYEE IDENTIFICATION ITINERARY AMOUNT CHECX NUMBER OR
SIGNATURE DESIGNATION PAID RECEI¥T FOR CASH
1 MSGTJOHN J. MARINE 117-89 ;
123 45 6789 $43.44 £0,436,132
2 MSGTDUKE WAYNE 117-89 2
492 570806 $43.44 60,436,133
1 GYSGTWILLIAMC.TELL 11789 3
312 40 1518 $43.44 50,436,134
4 SGTJOHN P.JONES 117-89 ' a
419160719 $43.44 60,436,135
5 SGTSAMA. TURNABOUT  117-89 5
127 50 1098 $43.44 60,436,136
& SGTJOSEPHP.CALABASH 117-89 6
471626913 $43.44 60,436,137
7 7
8 8
9 9
10 10
1 11
12 12
13 13
14 14
15 15
16 16
17 17
TOTAL $280.84
FORM

DD 1novss 1351-8  savot0241ro013-3800

FORM APPROVED Y COMPTROLLER GENERAL U.5., 30 JULY T05Q

Figure 2-8-1.--Multiple Travel Payments List to Pay Various Payees.
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CHAPTER 2
PCLI CY AND PRI NCI PLES

SECTI ON 9: SECRET AND CONFI DENTI AL TRAVELOR ORDERS

20901. PROCESSI NG Process clains involving secret or confidential travel
orders as foll ows:

1. The finance officer will designate an individual to be responsible for
classified travel vouchers.

2. The Marine will prepare a DD Form 1351-2: Travel Voucher or Subvoucher
The Marine nust list the conplete itinerary on the 1351-2, and nmust attach
all orders and receipts.

3. The Marine will hand carry the travel voucher and attachnents to the
i ndi vi dual assigned responsibility for classified vouchers.

4. After conputing the travel entitlenent, the responsible individual wll
prepare a separate ‘dummy’ travel voucher. In the itinerary area of the DD
Form 1351-2, the renmarks ‘ CLASSI FI ED LOCATION will be entered. All conputed
rei mbursement anounts, along with the appropriation data, will be placed in
t he appropriate blocks of the DD Form 1351-2.

5. The responsible individual will include the following remark in block 5
of the 1351-2:

Al'l docunentation used to support paynent of the voucher
is being retained at the finance site.

6. Process the 'dumy’ voucher through the finance office accounts using
nor mal procedures.

7. Maintain the classified DD Form 1351-2 and its attachnents in a secure
area designated by the appropriate official for storing classified materi al

>8. Use normal downgradi ng procedures for the classified voucher. Once the
orders are downgraded to unclassified, transnmt the original voucher to the
DFAS-KC (JX). This will be inserted in the finance officer’s returns al ong
with the original 'dumrmy’ voucher previously used for payment.
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CHAPTER 3

PERVMANENT CHANGE OF STATI ON

PARAGRAPH PACGE

SECTION |: ORDERS PREPARATI OV COMVANDI NG

OFFI CER' S RFSPONSI Bl LI TES BEFORE
PCS TRAVEL COWVMENCES

GENERAL. . . 30101 3-5
COMVANDI NG CFFICER'S RESPONSIBILITIES. . ........... ... ..... 30102 3-5
ORDERS PREPARATI ON. . . . . . e 30103 3-5

PCS ORDERS RECEI VED AT TEMPCORARY DUTY
STATIONVWHI LE ON LEAVE. . . . ... e 30104 3-5

SECTI ON 2: TRAVEL ADVANCE

PART A: GENERAL | NFORMATI ON

GENERAL. . . 30201 3-7
REQUI RED SUPPORTI NG DOCUMENTS. . . .. ... e 30202 3-7
RESTRI CTI ONS. . . . . e e 30203 3-7

PART B: COVPUTATI ON OF PCS TRAVEL ADVANCES

GUI DELI NES. . . . 30211 3-7
REI MBURSEMENT RATES. . . . .. . e 30212 3-7
COVPUTATI ON OF PCS TRAVEL ADVANCE. . . ........ ... ... i 30213 3-8

PART C. COWPETION OF THE DD FORM 1351: TRAVEL VOUCHER FOR PCS ADVANCES

GENERAL. . .. 30221 3-8
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I NDI VI DLAL PAYENTS. . . ... .

VARI QUS PAYEES. . . .. .. .

PART D: PAYMFNT PROCEDURES

FORM PREPARATION. . . . ...
ENDORSEMENT OF ORDERS. .. ....... ... ... .. . ...
DOCUMENT DISTRIBUTION. ..... ... .. ..

>PAYMENTS MADE BY MCSA (FDD) TO MARI NES OVERSEAS

SECTI ON 3: TRAVEL CLAI M5

PART A: GENERAL | NFORMATI ON

CLAI M5 PREPARED BY THE ADM NI STRATI VE COMVAND. . .

PART B: CLAI M COVPLETI ON

DD FORM 1351-2: TRAVEL VOUCHER OR SUBVOUCHER. ..

DD FORM 1351-2C: TRAVEL VOUCHER OR SUBVOUCHER
(CONTI UATI ON SHEET) . . o vvveee e e e e

SF 1164: CLAIM FOR RElI MBURSMENT FOR
EXPENDI TIONS ON OFFI CI AL BUSINESS. .. ............

PART C. SUBM SSI ON REQUI REMENTS

PARAGRAPH

........... 30304

PAGE
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3-13

3-13
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3-13

3-16
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PARAGRAPH

SECTI ON 4: SETTLEMENT OF PCS TRAVEL CLAI M5

PART A: | NTERNAL CONTROLS

PART B: COVMANDI NG OFFI CER' S RESPONSI BI LI TI ES

GENERAL. . . . 30421
TRANSPORTATI ON ALLOMANCES. . . . . .. e 30422
PER DI EM . ... 30423
PCS TO FROM OR BETWEEN AREAS QUTSIDE CONUS. ............... 30424

PCS W TH TEMADDI NS EN ROUTE AND NO ULTI MATE
DUTY STATION. . .. e 30425

TRAVEL TO AND FROM MAC AERI AL PORT OF EMBARKATI ON/
DEBARKATI ON (APOE/ APOD) . . .« o o o oeeeee e e e 30426

PART D: COWPLETI ON OF THE CLAI M VOUCHER

COVPLETION OFTHE DD FORM 1351-2. ... ... .. i 30431
AMOUNT DUE THE MARI NE. . . . ... 30432
MARI NE HAS BEEN OVER ADVANCED. ... ..... ... ... ... i 30433

PART E: CLAI M PROCESSI NG

ORDERS ENDORSEMENT. . . . .o e e 30441
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PARAGRAPH
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CHAPTERS
PERVANENT CHANGE OF STATI ON

SECTI ON 2: TRAVEL ADVANCE
PART A: GENERAL | NFORMATI ON

>30201. GENERAL. A Marine may request a travel advance after receiving
orders directing a permanent change of station. |If the Marine is assigned
to an overseas unit provided pay service by the MCSA (RMC--FDD), the
Marine’s conmandi ng of ficer nmay issue a Naval nessage requesting paynent of
t he advance. A sanple nessage and the required information is provided in
figure 3-2-1.

>30202. REQUI RED SUPPORTI NG DOCUMENTS. Oiginal and three copies of the
Marine's orders. |If the Marine is assigned to an overseas unit provided pay
service by the MCSA (RMC-FDD), the Naval nessage supports paynent of the
advance. The command nust retain a copy of the Marine's original orders and
a copy of the nessage request for the advance in their files.

30203. RESTRICTIONS. Do not pay an advance for PCS travel:

1. if the traveler has not submitted a claimto settle an advance paid on a
previous set of travel orders. The comander may authorize exceptions if
circunst ances prevented the traveler fromsubmtting the clai mwhen due.

2. before orders are issued.

3. nore than 10 worki ng days before the Marine detaches, except under
unusual circunstances. For exanple, the Marine noves dependents before
det achi ng.

PART B: COVPUTATI ON OF PCS TRAVEL ADVANCES

>30211. GUI DELINES. Advance the traveler 100 percent of the anpunt
anticipated to be earned for PCS travel. For separation travel, see
chapter 5.

30212. REI MBURSEMENT RATES. Conpute the travel advance on a MALT plus per
di em basi s unl ess the Marine:

1. elects to be paid for the actual cost of transportation by the node

aut hori zed (the advance woul d then be based on the conputed cost of
transportation plus per diem but limted to the cost of a GIR),

2. is furnished transportation or a transportation request, or

3. isin a group travel status.

Caution Marines that if they travel by a node(s) other than the one(s) on

whi ch the advance was based, it could result in a checkage for the difference
bet ween authorized and al |l owed traveltime when their claimis settled.
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30213. COWPUTATI ON OF PCS TRAVEL ADVANCE. Conpute the anpunt of the
Marine’ s advance based on the node of transportation the Marine intends to
use and the distance the Marine is required to travel.

>1. Privately Omed Conveyance. |If the Marine will performPCS travel in a
privately owned conveyance, conpute the advance on MALT plus per diem basis:

a. Determine the official distance between pernmanent duty stations.
Include travel to tenporary duty points en route. Use the Ofical Table of
Di stances and the Standard hi ghway M | eage Gui de (see paragraph 100201).

b. Miltiply this amount by the appropriate MALT rate (JFTR, paragraph
U5105) .

c. Determine the traveltime allowed (JFTR, paragraph U5160, and
chapter 10, section |, part B of this Mnual).

d. Miltiply the nunber of days’ traveltine by the flat per diem
al | owance.

e. Add the amount allowed for MALT to the per di em anmount,

2. Personally Procured Common Carrier Transportation. |f the Marine will
perform PCS travel on a conmon carrier at personal expense, conpute the
amount of the advance as descri bed bel ow

a. Cost is $100 O Less. Advance the Marine anpbunts to pay the actua
cost, if it does not exceed $100.

b. Cost Exceeds $100. |If a GIR is avail able, advance the Marine an
anmount to pay the actual cost of the transportation. The cost mnust not
exceed the cost of the GTR. If a GIR is not avail abl e, advance the Mrine an
anmount to pay the actual cost of the transportation

c. Miltiply the nunber of days’ traveltine allowed for the node sel ected
by the applicable locality per diemrate.

d. Add the amount all owed for the commopn carrier transportation to the
per di em anount.

3. CGovernment Transportation Requests. |If the Governnent provides
transportati on on a Government owned conveyance or commercial carrier
advance the Marine anobunts for per diemonly.

PART C. COVPLETION OF THE DD FORM 1351: TRAVEL VOUCHER FOR PCS ADVANCES

>30221. GENERAL. Use a typewiter or a black or dark blue ballpoint pen to
conpl ete the DD Form 1351 when advancing travel and transportation

al | owances incident to a Marine's pernmanent change of station. See

figure 3-2-2 for an exanple.

30222. I NDI VI DUAL PAYMENTS. Conplete the DD Form 1351 to pay an advance for
PCS travel as follows:

1. Heading. (This refers to the BUREAU VOUCHER NUMBER, D.D. VOUCHER NO.,
and PAID BY bl ocks,) Self-explanatory.
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2. Section 1: PAYMENT FOR  Check the box to the right of 2- ADVANCE OF
TRAVEL ALLOMNCES ( PCS).

3. Section Il: |ND VIDUAL PAYMENT
a. Blocks | through 3. Self-explanatory.
b. Block 4. Enter the mailing address if the check nust be nuail ed.

c. Block 5. Enter the standard docunment nunber, the TANGO, or the travel
order authorization nunber.

d. Block 6. Enter the points between which MALT is bei ng advanced an/ or
t he nunber of days the Marine is entitled to per diem Enter the applicable
per diemrate.

e. Blocks 7 and 8. If paying the advance by check, enter the check
nunmber and dat e.

f. Blocks 9 and 10. Enter the ampbunt and date paid.

g. Block 11. If paying the advance in cash, have the Marine sign this
bl ock.

4, Section I11: PAYMENTS CONSOLI DATE and Section |V: APPROVED FOR PAYMENT.
Not used.

>5. Section V: REMARKS. Enter the serial nunber and val ue of GIR s and neal
tickets granted. For a paynent based on a Naval nmessage and credited on a
di sbursing diary, enter the diary nunber.

6. Section VI: ACCOUNTI NG CLASSI FI CATION. Conplete as shown on the orders,
except:

a. Use "1K" as the TTC classification

b. Substitute three zeros and the Marine's social security number for
the cost code.

> c. For a paynment based on a Naval nessage and credited to the Marine's
pay on the disbursing diary. Enter the anpbunt of the travel advance with a
type code of "1K " Enter the same amount with a type code of "2I" to the
pay and al | owance appropriation

> d. If a check is prepared and nailed to the Mari ne based on a Nava
nmessage, enter the ampbunt of the travel advance with a type code of "1K. "

7. COWPUTED BY and AUDI TED BY Bl ocks. Sel f-expl anatory.

8. POSTED TO TVL RECORD BY and DATE ENTERED Bl ocks. Used locally for
verification and internal controls.

9. AMOUNT PAID Block. Enter the total anount of the advance. This should
equal the total of all lines of accounting data.
30223. VAR QUS PAYEES. Prepare the foll ow ng forns:
1. DD Form 1351: Travel Voucher
a. Section |I: PAYMENT FOR.  Check the applicabl e boxes.
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b. Section Il: IND VIDUAL PAYMENT. Block 1: PAYEE. Enter Various Payees.
See Attached Listing.

c. Section VI: ACCOUNTI NG CLASSI FI CATION | nclude the complete
appropriation data as shown in the orders. This nust apply to all Marines
on the listing.

d. AMOUNT PAID Block. (In the extrene tower right corner.) Enter the
sum of the travel advance paynents l|listed on the various payees listing.

e. Oher blocks may be used if the information applies to all the
Marines on the listing.

2. DD Form 1351-6: Multiple Travel Paynents List. Prepare as shown in
figure 3-2-3. Include the basic information that was required on the DD
Form 1351. Have the Marines sign for cash paynents.

PART D: PAYMENT PROCEDURES

30231. FORM PREPARATI ON. Prepare the paynment voucher as explained in
part C, above. Have the Marine(s) sign for cash paynents.

>30232. ENDORSEMENT OF ORDERS

1. Endorse the Marine's original orders when paying a travel advance.

(See paragraph 20111.) Be sure to show the date and anount paid, the nunber

of the voucher on which the advance was paid, and the DSSN. |f nore than one
fiscal year appropriation is involved, indicate the dollar amunt of per diem
advanced for each fiscal year.

2. \Wen paying a travel advance based on a Naval nessage, the MCSA ( RMC- FDD)
will prepare and transmt a nessage to the Marine’'s present pernanent duty
station, with an "info" copy to the Marine’'s new permanent duty station and
any TDY stations en route. This nessage should be prepared as an
endorsenent to the Marine's original order and should include the follow ng:

a. The new pernanent duty station and, if applicable, any TDY en route.

b. Additional information cited in paragraph 20111 of this Mnual .
Transmit this nessage as an endorsenent to the Marine's original orders.

30233. DOCUMENT DI STRI BUTI ON. If the advance is paid and the Marine
detaches in the current fiscal year, process the DD Form 1351 in the current
day’s business. |If the advance is paid in 1 fiscal year, but the Marine

detaches in the following fiscal year, hold the DD Form 1351 as a deferred
voucher and process it in the following fiscal year. See the NavConpt
Manual , paragraphs 047012-9 and 047221- 4qg.

1. Pay Record Available. File one copy of the DD Form 1351 on the |eft side
of the Marine's pay record. |f various payees were included on the sane
travel voucher, annotate the m scell aneous nenorandum secti on of each
Marine’'s pay record.

2. Pay Record Not Available. Forward, under letter of transnmittal, a copy
of the DD Form 1351: Travel Voucher and payee listing, if applicable, to the
finance office servicing the Marine's pay account.

3. Marine's Copy. Return the original orders and a copy of the DD
Form 1351 to the Mari ne.
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4. Finance Oficer’s Returns. Submt a copy of the Marine's orders over a
copy of the DD Form 1351 with the finance officer’s original returns.

5. Forward one copy of the DD Form 1351 and one copy of the DD Form 1351-6,
if used, to the bask order witing activity.

>30234. PAYMENTS MADE BY MCSA (RMC-FDD ) TO MARI NES OVERSEAS. Mari nes
bl ati oned overseas who are provi ded pay service by the MCSA (RMC- FDD) may be
paid either by check or by credit to the Marine’'s pay account.

1. Check Paynent Requested. |f the message requested a check payment, mail
the check to the Marine's requested address, as specified in the conmandi ng
of ficer’'s message request.

2. Pay Account Credit.

a. |If crediting the Marine's pay account, report the follow ng
m scel | aneous credit on the disbursing dairy.

(TTC 694/ 000 CRED| -$ . (4]

Five-digit nuneric pay code
(99018-of ficers; 99118-enlist)
Dol | ar arnount

Tax Code

Six-digit date of credit

b. Prepare a NAVCOWPT Form 2277: Voucher for Di sbursenment and/or
Collection to charge the travel appropriation and credit the pay
appropriation.
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FROM UNI

T ADDRESS// CCDE/ /

TO MARCORSUPACT KANSAS CI TY MY/ RMC- FDD/ /
I NFO NEW PDS/ / DI SI BA/ /

TDY CMDSI /DI SBQ'/ (I F APPLI CABLE)
SUBJ: REQUEST FOR ADVANCE OF TRAVEL PAY
MSG DF GENADM N/ UNI T ADDRESS/ CODE/ /
REF/ MARI NE' S ORI G NAL ORDERS

NARK/ /
RWKS/ 1. ADV

OF TRAVEL PAY/ TRANSPORTATI ON ALLOMANCES | S REQUESTED

FOR THE FOLLOW NG

MARI NE' S FULL NAME AND SSN:

| NDI CATE ]
METHOD ] CREDIT PMI TO THE MVPA FOR REGULAR PAYDAY DI SBURSEMENT:
OF PMT ] CUT PAYMENT ( CHECK):
| NCLUDE
IF CHECK ] MARINE' S REQUESTED ADDRESS:
IS TO BE
MAI LED
INDI CATE ] MARINE' S TDY EN ROUTE PO NTS, NO. DAYS AT EACH LOCATI ON,
| F APPLI ES] AND QUARTERS AND MESS AVAI LABI TY AT EACH LOCATI ON:
MARI NE' S NEW PDS:
APPROPRI ATI ON DATA:
MARI NE' S MODE OF TRANSPORTATI ON:
| NDI CATE ] DEPENDENT' S NAME(S) AND AGE(S):
| F APPLIES  DEPENDENT' S MODE OF TRAVEL:
| NDI CATE WHETHER DEPENDENT(S) W LL TRAVEL W TH MEMBER
( SPONSOR) :
PORT OF EMBARKATI ON:
PORT OF DEBARKATI ON:
I NCATE | F TWO POV’ S ARE AUTHORI ZED (JFTR, PAR U5205-A2):
Figure 3-2-1 --Message Request for Travel Advance (Sanple Fornat).
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TRAVEL VOUCHER (7240) BUREAU VOUCHER NUMBER D.O. VOU(HERgg.gg
I PAYMENT FOR PAID BY
1. ADVANCE OF TRAVEL ALLOWANCES (TDY/TAD) 6. TRANSPORTATION OF DEPENDENTS MARCORSUPAC
2. ADVANCE OF TRAVEL ALLOWANCES (PCS) X 7.DISLOCATION ALLOWANCE FEB 28,1991
3. ACCRUED PER DIEM FOR TDY/TAD 8. TRAILER ALLOWANCE SYMBOL 9999
4.SETTLEMENT OF TDUY/TAD TRAVEL 9. AAN 67443
5. SETTLEMENT OF PCS TRAVEL 10.
i INDIVIDUAL PAYMENT
1. PAYEE (Last Name, First, Middle, Initial) 2.RANK OR GRADE 3. MSN/SSAN

123456789

4. ORGANIZATION AND STATION

Marine s Support Activity, Kansas City, Missouri 64197-0500
5. TRAVEL ORDER
MCSO #£19-84

6. ADVANCE OF TRAVEL ALLOWANCES ELECTED BY ABOVE-NAMED MEMBER AS FOLLOWS,

7.CHECK NUMBER 8. CHECK DATE 9. AMOUNT PAID 10. DATE PAID t1. RECEIVED IN CASH (Signature of payee)
10000008 910228 $202.13 910228
L. PAYMENTS CONSOLIDATED

1. PER SUBVOUCHER NQO. THROUGH ATTACHED. 2.PER TRAVEL ALLOWANCE PAYMENT LISTS ATTACHED.
V. APPROVED FOR PAYMENT {(When required by individual service regulations)

1. TYPED NAME AND TITLE 2. SIGNATURE

V. REMARKS

NOTE: This section is
utilized as outlined in
paragraph 30222.5.
Vi. ACCOUNTING CLASSIFICATION(S)
APPROPRIATION OBJECT BUREAU - AUTH. ACCT'G PROPERTY
SYMBOL AND SUBHEAD CLASS CONTROL NO. ACTIVITY TYPE ACCT'G ACTY COST COOE AMOUNT
l7il 05.2753 021 44690/0 000027 1K 000000 000123456789 $202.13
A ¥
ts_hovi appropriate
iscal year
——
COMPUTED BY AUDITED BY POSTED TO Tvi RECORD BY DATE ENTERED AMQUNT PAIOD
$202.13

FORM
DD 110e65 135 1-MC £0rM APPROVED 8Y COMPTROLLER GENERAL. U.S. 2 JUNE 1965

‘Figure 3-2-2.--PCS Travel Advance.
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MULTIPLE TRAVEL PAYMENTS LIST

VOUCHER NUMBER

D. O. STATION NUMBER

9999

pace 1 ofF 1 races

ORGANIZATION AND STATION

DATE OF PAYMENT

7/18/89

PURSUANT TO AUTHORITY VESTED [N ME, | CERTIFY THESE STATEMENTS ARE CORRECT AND PROPER

TYPED NAME AND NITLE

SIGNATURE

The statements hereon and attached hereto are trus and complete and payment or credit has not been received
(as evidenced by the payee's signaturs).

AR cnaTure oesnanon | “eap RECEPT F0R CASH.
' HENNIGAR 111223333 $175.70 1
2 MURPHYJR,R.D. 222334444 158.40 2
} WEBER,R.L. 333445555 211.50 3
4 BOYD,J.A. 444 55 66 66 64.30 4
5 MANIZANO,A.C. 555667777 276.40 5
6 6
7 7
8 8
9 9
10 10
1 "
12 12
13 13
14 14
15 15
16 16
17 17
ToTAL $886.30

FORM

DD 1noves 1351-6  snvo0102.0r-013-3600

FORM APPROVED BY COMPTROLLER GENERAL U.S., 30 JULY 1964

’Figure 3-2-3.--Multiple Travel Payments List.
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CHAPTER 3
PERMANENT CHANGE OF STATI ON

SECTI ON 3: TRAVEL CLAI M5

PART A: GENERAL | NFORVATI ON

30301. CGENERAL. The Marine nmust use a ballpoint pen to conplete the DD
Form 1351-2: Travel Voucher or Subvoucher, which is used to claimthe
Marine’s travel and transportation allowances incident to a pernmanent change
of station and dislocation allowance at the w thout dependents rate.

30302. FORMS USED

1. DD Form 1351-2: Travel Voucher or Subvoucher

2. DD Form 1351-2C. Travel Voucher or Subvoucher (Continuation Sheet) -
used if there is not enough space on the 1351-2

30303. RESPONSI BI LI TY OF CLAI MANT. The cl ai nant assunes | egal responsibility
for the claimwhen signing it, even if the claimant did not prepare it. The
claimant may be penalized for making a false claim(as detailed on the
reverse of the forn). |If a claimant m srepresents facts on a voucher and
recei ves an erroneous paynment, the disbursing officer nay not pay reclains
for amounts recouped.

30304. CLAI M5 PREPARED BY THE ADM NI STRATI VE COVMAND. An admi nistrative
office preparing a claimfor a Marine nust not place any statenent on the
claimwi thout the claimant’s advice and consent. The adninistrative office
nmust advi se the claimant that the claimant becones legally responsible for
its truth and validity upon signing it. Adnministrative offices nust not
accept a signed, blank claimto be conpleted for the clainant.

PART B: CLAI M COVPLETI ON

30311. DD FORM 1351-2: TRAVEL VOUCHER OR SUBVOUCHER. Two editions of this
formare published: 1 July 1965 and 1 June 1978. The ol der edition should
be used until the supply is exhausted. These instructions are based on the
1978 edition, which is to be conpleted by the clainant, as follows:

1. Heading. Most of this section is self-explanatory. In the TRAVEL ORDERS
bl ock, enter the order nunber and date.

2. Section 1. Itinerary. These sections are to be conpleted horizontally.
a. DATE 19 Columm. In the columm heading, enter the last two digits of
the cal endar year the travel was perforned. |If 2 years were involved, enter

bot h.
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b. Onthe first line enter the date, tinme, and the place from which
departed, then the abbreviation for the node of transportation used. (These
can be round on the back of the form)

c. On the remaining lines indicate each point on the Marine's journey
by conpl eting the col utms descri bed bel ow

In colum Ent er

DATE The nonth and day of each arrival and departure

TI ME Thg time you arrived at or departed from each stopping
poi nt .

PLACE The | ocation of each stop

MODE OF TRAVEL The two-letter node of travel as shown in the SYMBOLS

section on the reverse of the form

REASON FOR STOP The two-letter reason for stop, as shown in the SYMBOLS
section on the reverse of the form

These notations should include the date and hour of arrival at or detachnent
from (1) the previous pernanent duty station, (2) tenporary duty points,

(3) points of authorized delay en route, (4) place(s) of delay en route
chargeabl e as | eave, (5) points of enbarkation and debarkation, (6) places
were orders were canceled or nodified, (7) each place, including points of
del ay en route chargeable as | eave, where the node of transportation changed,
(8) the new permanent duty station

If the Marine commutes fromthe quarters occupied at the old permanent duty
station to performtenporary duty near that station, include the date and
hour the Marine (1) departs quarters, (2) arrives at the tenporary duty
point, (3) departs the tenporary duty point, and (4) returns to quarters for
each day involved. This requirenment also exists when commuting fromthe
quarters which the Marine will occupy after reporting to the new per nanent
duty station to performtenporary duty. See JFTR, paragraph U5120.

3. Section 2: COST OF LODA NG Record the total cost of |odging at each
point. Include charges paid for use of Government quarters and any
applicable state, district, or local (sales) taxes. Anpunts nust equal the
anounts on the | odging receipts.

4, Sections: NUMBER OF MEALS

a. GOVT. Indicate the nunber of Government neals furni shed opposite
the appropriate date(s).

b. DED. Indicate the nunber of deductible nmeals furnished, with or
wi t hout char ge.

(1) The foll owi ng organi zati ons may furnish 'deductible’ meals to
the Marine: local or state Governnents; foreign Governnents; other United
States Government agencies, excluding the unifornmed services; United States
Governnent contractor, if meals are furnished under terms of the contract;
private, professional, technical, fraternal, civic, or simlar organizations,
in connection with activities sponsored by that organization; a function paid
for fromcontingency or other appropriate or nonappropriate funds.
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(2) The follow ng are not considered deductible nmeals. They will not
be deducted from aut horized travel allowances based on their availability or
use: neals on a conmmrercial aircraft; neals furnished by private individuals;
box lunches, in-flight neals, or rations furnished by the Governnment on a
mlitary aircraft.

c. OPEN MESS. |Indicate the nunber of meals available in an open ness
opposite the appropriate date(s). See JFTR, volune 1, chapter 4, part E

5. Section 4: POC MLES. Not used. (If travel by POC was authorized, the
di sbursing officer will obtain the distances allowed fromthe OID and t he
SHMG when conputing the claim)

6. Section 5: REI MBURSABLE EXPENSES/ CHARGE FOR DEDUCTI BLE MEALS

a. Enter reinbursable expenses incurred. See the JFTR volune 1,
chapter 4, part E

b. Enter the nunmber and cost of deductible nmeals that were furni shed
with or w thout charge.

c. Include the points involved, the nileage, and the basis for this
nm | eage (odoneter readings) if clainmng transportati on expenses between the
pl ace of | odging-place of business and pl ace of business-place where neal s
were obtained. (See JFTR, paragraph U3510.) Explain the need for such travel

7. Section 6: Oficial Long D stance Tel ephone Calls. The Marine's
conmandi ng of ficer or designated representative nmust sign this block in order
for official |ong-distance telephone calls listed in section 5 to be all owed.

8. Section 7: TR SIMIA’ S/IMI" S

a. TR s/MI's Used. Enter the serial numbers of the Governnent
transportation requests (TR s) and neal tickets (MI"'s). Include the points
t hey were used between.

b. MAC Used. |If mlitary airlift command channel service (MAC operated
organic aircraft, category A or B type) was used, enter the serial nunber of
the related DD Form 1482: MAC Transportation Authorization. Include the
poi nts between which service was authori zed.

c. No TRs, MIA's, or MI"s Issued. Enter the word "None."

9. Section 9: POC Travel. Check the appropriate box if POC was used for
any portion of the travel

10. Section 11: PAYMENT DESIRED. |Indicate the nmethod of paynent desired if
noney i s due the Marine.

11. Section 12: PER DI EM REQUESTED. Leave bl ank

12. Section 13: SIGNATURE OF CLAI MANT and DATE. The clai mant must sign the
date and block. Upon signing it, the claimant beconmes responsible for its
truth and validity.

13. Section 23: REQU RED ATTACHVENTS. The required attachnents listed on
the back of the formare anended as foll ows:
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|
|
|
|
|
|
|
|
|
|
|
|
| d.
|
I
I
I
I
I
I
I
I
I
I
I

Oiginal and three copies of travel orders, including al
endor senents to those orders

Al'l unused or partially used TR s, tickets, and/or neal tickets,

unl ess previously turned in to the proper authority. Travel orders
nmust be appropriately endorsed. Securely fasten unused TR s, neal
tickets, and tickets obtained on TR s, including refund docunents,
to the claim

Receipts fromcarriers, copies of tickets, or required
certifications if cost of transportation is claimed.

expense claimed in excess of $25. The actual receipt given to the
Marine or a signed statenent explaining why it was not

avai l abl e i s needed. (Exanples: original paid invoices fromhotels,
carbon copy invoices fromrental car agencies.)

Statenments of nonavailability (Governnent quarters, ness, and
directed node of transportation), unless the order-issuing

aut hority does not require use of Governnent

quarters/nessing. Availability statements are usually contained in
endorsenents to the orders. Wen the directed node is not used,

|
|
|
|
|
|
|
|
|
|
|
|
Receipts for all |odgings and any reinbursable (niscellaneous) |
|
|
|
|
|
|
|
|
|
|
i nclude a statenent explaining the circunstances.

|

14. Section 28: REMARKS. Used for statenments to support the claim Before

entering

anything in this block, turn the carbon paper so the reverse inage

is not transcribed to the face of the form

30312. DD FORM 1351-2C: TRAVEL VOUCHER OR SUBVOUCHER ( CONTI NUATI ON SHEET) .
For use when there is not enough space on the DD Form 1351- 2.

30313. SF 1164: CLAIM FOR RElI MBURSEMENT FOR EXPENDI TURES ON OFFI Cl AL

BUSI NESS.

This formis used to claimreinbursenent for travel within or

around t he permanent duty station and for other rei nmbursabl e expenses.

Conpl et e
sui tabl e

the formby listing expenses by date, item and anpbunt, with
expl anations as to the nature of the expenses.

PART C. SUBM SSI ON REQUI REMENTS

30321. GENERAL

1. Supporting Docunments. Oiginal and three copies of the orders, in

addi ti on

2.  Subm

to required certificates, endorsenents, and receipts.

ssion Requirements. The Marine nust submit the travel claimwithin

3 working days of reporting to the new pernmanent duty station
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CHAPTERS
PERVMANENT CHANGE OF STATI ON

SECTI ON 4: SETTLEMENT OF PCS TRAVEL CLAI M5

PART A: | NTERNAL CONTROLS

30401. CLAI M5 CONTROL. The NAVMC 10366: Postal Card can be used to control
the recei pt, processing, and paynent of a Marine’'s travel claimwhen finance
and adm ni strative personnel are not Co-located. Wen a Marine flies a
travel claim adm nistrative personnel should conplete the card and forward
it and the claimto the finance office. Upon receipt of the card and claim
the finance office personnel should record the tine and date of receipt on
the back of the card and return it to the admi nistrative office.

PART B: COWANDI NG OFFI CER S RESPONSI BI LI TI ES

30411. NOTI FI CATI ON

1. Notify the finance officer when a Marine reports to the new pernmanent
duty station upon conpletion of PCS travel.

2. Make sure the Marine subnits a travel claimto the appropriate finance
office within 3 working days of reporting. Assist the Marine in preparing
the claim if assistance is needed.

3. Notify the Marine that failure to subnit a claimw thin that tinefrane
will result in pay being checked for the entire anmount of the advance.

4. Notify the finance officer when circunstances prevent the Marine from
submitting the travel claimw thin that timeframe.

5. Notify the Marine of the possibility of disciplinary action and the | oss
of travel allowance entitlenents if a fraudulent claimis submtted.

30412. REVIEWOF CLAIM After the travel is conplete, review the travel
claim (DD Form 1351-2) before submitting it to the finance officer. The
purpose of this reviewis not to conpute the paynent, but to ensure the
claimis conpl ete and proper.

PART C. COVPUTATI ON OF TRAVEL ENTI TLEMENTS. - FO S RESPONSI BI LI TI ES

>30421. GENERAL. When the travel claimand all paper docunmentation are
recei ved, the finance officer nust settle travel clains within 10 working
days.
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30422. TRANSPORTATI ON ALLOMNCES. Conpute the anmount of the Marine's
transportati on all owances, based on the nethod of transportation authorized
and used. See the JFTR, volume 1, chapter 5, part B

30423. PER DIEM A Marine is entitled to a flat per diemallowance on PCS
travel when the Marine travels by privately owned conveyance. |f the menber
travel s by common carrier, the per diementitlenment is based on a locality
rate. This anobunt is prescribed in the JFTR, paragraph U5105.

30424. PCS TO FROM OR BETVEEN AREAS QUTSI DE CONUS. See the JFTR, volurme 1,
chapter 5, and chapters 3 and 4 of this Manual Conpute the report el apsed
time as explained in chapter 10.

30425. PCS W TH TEMADDI NS EN ROUTE AND NO ULTI MATE DUTY STATI ON DESI GNATED
See the JFTR, paragraph U5120. Personnel nost usually affected by these
circunstances are those assigned to recruiting, drill instructor, or Marine
Security Quard Battalion duty.

>30426. TRAVEL TO AND FROM MAC AERI AL PORT OF EMBARKATI ON/ DEBARKATI ON
(APOE/ APOD). See the JFTR, paragraph U5116

PART D: COWPLETI ON OF THE CLAI M VOUCHER

30431. COWPLETION OF THE DD FORM 1351-2. Conplete the remmi nder of the DD
Form 1351-2: Travel Voucher or Subvoucher, as follows:

1. Summary of Paynent Section

a. Per DDem Show all per diemthe Marine was entitled to.
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b. Mleage or Transportation Allowances. Enter the nileage anount the
Marine is entitled to, or the cost of TR s or transportation all owances.

c. Reinbursable Expenses. Total the reinbursable expenses all owed.

d. Total Entitlenent. Total amount of entitlenents.

e. Less Previous Payments. Total all advances the Marine has received.
f. Less Voucher Deductions. Enter the anount of TR s

g. Amount Charged to Accounting C assification. Deduct the previous
paynments and voucher deductions fromthe total entitlement, and enter the
amount due the Marine on this line, if any.

(1) If your calculation equals zero, enter "NONE. "
(2) If you calculation equals to negative nunber, enter "NONE. "

2.  ACCOUNTI NG CLASSI FI CATI ON Section. Review the Marine's orders to ensure
all nine elenents of the appropriation nunber are accounted for. Anounts
nmust offset the anount of the TTC 1K advance. It nust also cite the
appropriate FAN under TTC 2D (see MCO P7301. 104).

a. Enter the anpbunts earned as reinbursable to the Marine, including
per diem an rei nbursabl e expenses, in the anmount block as a debit to the
appropriation data reflected in the Marine' s orders.

b. Enter the anmpunt of the advance on the next unused line in the
appropriation block opposite the accounting data initially charged. |nclude
transaction type code "1K, " followed by "CR "

c. Wen travel advances involve nore than 1 fiscal year, enter separate
lines of appropriation data followed by "CR " The "CR' annotated anounts
will be treated as reverse expenditures so that the appropriation data
originally debited by the travel advance can be refunded.

3. AMOUNT PAI D Bl ock

a. |If the Total Entitlenent block is greater than the Less Previous
Paynents bl ock, enter the difference, which is the total anpunt due the
Marine. See paragraph 30432.

b. If the Total Entitlement block is equal to the Less Previous
Paynents bl ock, enter "NONE." See paragraph 30432.

c. If the Total Entitlenent block is |ess than the Less Previous
Paynents bl ock, enter "NONE." See paragraph 30433.

30432. AMOUNT DUE THE MARINE. |f the Marine is due noney upon settl enent
of the travel claim or if the an accurate advance had been nade and no
noney is due either the Marine or the Governnent, conplete the foll ow ng
addi ti onal bl ocks on the DD Form 1351-2. (Paragraph 140101 expl ains how to
refund anmounts due.)

3-19



MCTI M

1. DO VOUCHER NO. Assign a DOV nunber to the claim
2. PAID BY. Include the follow ng information:

a. The account activity nunber.

b. The disbursing of fice nunber.

c. The date.

d. Your DSSN.
30433. MARI NE HAS BEEN OVERADVANCED. |If the Marine has been overadvanced,
i ndi cate on the DD Form 1351-2 the nethod used to collect the overpaynent.
Chapter 14 explains how to collect overpaynents.

1. Cash Collection. |If the Marine nakes a cash paynent to repay the anpunt
of the overpaynent, prepare the DD Form 1351-2 as a col |l ection voucher.

a. DO VOUCHER NO. Block. Line out the DOV # and replace it with the CV
number .

b. PAID BY Block. Enter the words COLLECTI ON VOUCHER i n red.

c. ACCOUNTI NG CLASSI FI CATI ON. Show t he accounting data in block 15 as
fol | ows:

(1) Show the anount of the advance. Use 1K as the transaction type
code, and enter CR after the anount.

(2) Show the appropriate lines of anounts earned, using 2D as the
transacti on type code.

d. COLLECTI ON DATA Bl ock. Enter the following infornmation in block 16:

| 7. COLLECTI ON DATA |
| Dat e DO, DO Address, Cash Coll ection of $amobunt for excess TA |
| pai d date on DOv# DSSN# rec’d by DO |
I I

2. Pay Record Checkage. |If the Marine’s MW A is checked to collect the
over paynent, use the DD Form 1351-2 as a pay record checkage:

a. DO VOUCHER NO Bl ock. Assign a DOV nunber to the claim since it
will be a paynment voucher of NONE.

b. PAID BY Block. Include the follow ng information:
(1) The account activity nunber.
(2) The disbursing office address.
(3) The date.
(4) Your DSSN.
3-20

MCTI M



c. ACCOUNTI NG CLASSI FI CATI ON. Show t he accounting date in block 15 as
fol | ows:

(1) Show the anount of the advance. Use 1K as the transaction type
code, and enter CR after the anount.

(2) Show the appropriate lines of anounts earned, using 2D as the
transacti on type code.

(3) Include an additional |ine of appropriation for the Marine s pay
group. The amount will equal the overpaynent.

d. COLLECTI ON DATA Bl ock, Enter the follow ng information in block 16:
COLLECTI ON DATA:

| 16. COLLECTI ON DATA |
| DO, DO Address, Excess TA$ anount charged to MVPA on diary dtd __

PART E: CLAI M PROCESSI NG

30441. ORDERS ENDORSEMENT. Endorse the Marine’'s orders, as stated in
par agraph 20111

30442. DOCUMENT DI STRI BUTI ON

1. Oiginal. Forward the original DD 1351-2 (and covering DD 1351, if used)
with the finance officer’s financial returns. Include one copy of the
Marine’s orders and the original or copies of certificates, receipts, etc.
as supporting docunents.

2. Retain Files. File one conplete copy of the Marine’'s orders, the clainf
voucher, and supporting docunents in the retain file.

3. Accounting Conies. Forward one conplete copy of the Marine's orders, the
cl ai m voucher, and supporting docunments to the basic order witing activity
designated in the Marine' s orders.

4. Distribution. Distribute docunents used to settle or collect overpaynents
of advances in accordance with NavConpt Manual, volunme 4, chapter 3, part A
and chapter 7, part E and chapter 8, part A as applicable. Also to the
basic order witing activity.

>30443. MARI NE SEPARATES BEFORE TRAVEL ADVANCE ON PRI OR CLAI M SETTLED.

The Marine’'s MVWPA will remain in JUMPS/ MMB until the January end-of-nonth

USE (approximately 5 February) of the year after the Marine separates, if (1)
the Mari ne has been separated for at |least 4 nonths, and (2) at |east 90 days
have el apsed since the |ast transacti on processed agai nst the record.

Marines separated in the previous cal endar year will continue to be dropped
fromthe MWA each end-of-nmonth U if this criteria is net. Wen an
overpaynent on a prior travel advance is discovered, use the VIS to deternine
if a Marine’s record is still in JUMWPS MVS. Then, take the follow ng action
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1. If the Marine’s MVWA is still maintained in JUWS MVS, debit the Marine's

pay accounting using the appropriate disbursing diary. Include a history a
statement listing the DOV nunber and date of supporting docunentation.
Process the original DD Form 1351-2 with the disbursing officer’s financial
returns.

2. If the Marine’s MMWA is no |onger maintained in JUWS MV, take the
foll owi ng actions:

a. Prepare a DD Form 139: Pay Adjustment Authorization for the anmpunt
due the CGovernnment. Include the nunber and date of the voucher that the
advance was paid on.

b. Forward the DD Form 139 and a copy of the final settlenent voucher
to the DFAS-KC (EYC) for action.

c. Process the original settlenment voucher, the DD Form 139, etc.
with the finance officer’s returns

>3- 22
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWANCES
SECTI ON 1: | NTRODUCTI ON
40101. GENERAL. Additional allowances may be available to Marines ordered a
per manent change of station. The remaining sections in this chapter address

t hose all owances. The following table lists each of those all owances and
the section which they are |ocated in:

Al | owance Section
Dependents’ travel 2
Di sl ocation all owance 3
Tenporary | odgi ng expense al | owance 4
Movenent of househol d goods 5

Transportation of privately owned vehicl es 6
Mobi | e home al | owances 7
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWANCES
SECTI ON 2: DEPENDENTS TRAVEL

PART A GENERAL
40201. REFERENCE. JFTR, volune 1,chapter 5, part C.

>40202. PROCESSI NG Process advances, clains, and settlenent vouchers for
dependents’ travel as you would the Marine's travel claim using the rates
prescribed in the reference. The renmainder of this section explains
exceptions and uni que circunstances. Dependent travel entitlenents do not
al ways relate directly to a PCS nove. This section also explains howto
process dependent travel clains when a dependent travels under unusual or
energency circunstances which do not involve a PCS nove.

>40203. REQUEST FOR ADVANCE. Marines may request an advance paynent of
travel and transportation all owances for their dependents. An Authorization
for Advance Dependents Travel and/or Dislocation Allowance is shown in
figure 4-2-1 and nmaybe reproduced locally for use in individual travel
sections. |Its use, however, is not required. Instructions for conpletion
are on the second page of the form

PART B: ADVANCES

40211. RESTRI CTI ONS

1. The restrictions for advance paynent of the Marine's PCS travel and
transportation all owances apply when payi ng an advance for the Marine's
dependents’ travel. See paragraph 30203.

2. Marine and Dependents Do Not Travel Concurrently. Do not advance the
Marine funds for dependents’ travel and transportation allowances if the
Marine’ s dependents will not conplete their travel with or before the Mrine
reports to the new pernmanent duty station. Wen the dependents’ travel is
del ayed, the Marine may receive an advance for their travel after reporting
to the new duty station.

40212. PREPARATI ON OF THE PAYMENT VOUCHER. Use a DD Form 1351: Trave
Voucher to pay an advance for dependents’ travel and transportation

al | owances. (Chapter 3, section 2, part C, explains howto prepare this
form) Be sure to check the TRANSPORTATI ON OF DEPENDENTS bl ock in Section 1:
PAYMENT FOR. Payment of dependents’ allowances may be included on the DD
Form 1351 which is used to pay advances for other PCS all owances the Marine
is entitled to.

40213. ORDERS ENDORSEMENT. Include the ampbunt advanced for dependents’
travel when endorsing the Marine’'s original orders. For exanple:

PD ADV/ DEP TVL: $###. ## FM (LOCATION) TO. (LOCATI ON)

40214. DOCUMENT DI STRIBUTION. Distribute the originals and copies of the
Marine’s PCS orders and the DD Form 1351 used to pay the advance foll ow ng
the instructions in paragraph 30233.
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PART C. CLAI M FOR DEPENDENTS TRAVEL AND TRANSPORTATI ON ALLOWANCES

40221. PRCCEDURES To cl ai m dependents’ travel and transportation all owances,
Mari nes nust:

1. Prepare the DD Form 1351-4: Voucher or C aimfor Dependent Travel and

Di sl ocation or Trailer Allowance, follow ng the instructions in paragraph
40222, below. Dislocation allowances and rei nbursenent for the

transportati on of a nobile home maybe cl ai med sinultaneously on the DD Form
1351-4. (See sections 3 and 7.)

2. Have the conmanding officer verify the dependency status of those
cl ai med (paragraph 40223).

>3. Subnmit the form along with all supporting docunents, to the finance
of ficer for settlenent.

40222. COWPLETION OF THE DD FORM 1351-4. Conplete the claimfor dependents
travel and transportation all owances as foll ows:

1. Heading

a. Leave the BUREAU VOU NO, SUBVOUCHER NO, DO VOUCHER NO, and PAI D BY
bl ocks bl ank.

b. Under the PAYMENT FOR caption, check any and all itens that apply.

c. In the SERVICE NO SSAN bl ock, enter the Marine' s social security
numnber .

d. CHECK MAI LI NG ADDRESS bl ock, enter where the dependents established
per manent residence. |If different fromthe Marine's, explain why in the
REMARKS section on the back of the form
2. Section |: DEPENDENTS TRAVEL

a. List each dependent and the travel they perforned.

(1) Use the spouse’s given nane (e.g., Alice Norton instead of
M's. Ral ph Norton).

(2) Enter each dependent’s relationship. Be specific! (For exanple,
wi fe, husband, daughter, stepson, parent.)

(3) Include the children’ s birthdates.
(4) Show the type of transportation used.
(5) Enter the origin and destination of the dependents’ travel.

(6) Use a DD Form 1351-2c to show the dependents’ itinerary, if they
travel ed separately fromthe Marine.
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b. Under the TRAVEL FROM and TRAVEL TO captions, check the boxes that
apply Do not, however, check LAST DUTY STATI ON

c. Complete the BONA FI DE RESI DENCE bl ock if the dependents were
aut horized to travel to a designated pl ace.

3. Section Il: DEPENDENTS ACTUAL TRAVEL. Self-expl anatory, excepts
a. Do not complete the SPEEDOVETER READI NG bl ock
b. In the PORT OF DEPARTURE/ PORT OF ARRI VAL bl ocks, the acronyns nean
(1) APCE: aerial port of enbarkation.
(2) APQD: aerial port of debarkation

4. Section I11: OVERSEAS RETURNEE. DEPENDENTS DI D NOT TRAVEL OVERSEAS.
Conplete, if it applies.

5. Section IV: REI MBURSABLE EXPENSES. Conplete if claimng reinbursenent for
actual transportation costs or other expenses. Receipts are required, (See
the JFTR, paragraphs U5202, U5212, and U5243-C3a.)

6. SIGNATURE OF CLAI MANT and DATE Block. Sign the form (The prinmary
dependent may conplete and sign this formif the Marine has been officially
reported as dead, injured, ill, absent for a period of nore than 29 days in
a mssing status; or upon death.)

7. Section V: TRANSPORTATI ON OF HOUSE TRAILER. |f cl ai m ng rei nbursenent
for transportation of a nobile home al so, see section 7 of this chapter

8. Section VI: DI SLOCATI ON ALLOMNCE. See section 3 of this chapter
9. Section VII: DEPENDENCY STATEMENTS. Not to be conpleted by the Marine.
10. REMARKS. Provide the follow ng information

a. If thisis the first time a spouse’s travel has been clainmed, include
the date and place of narriage.

b. If the dependents clained were acquired after the Marine detached from
the old duty station but on or before the effective date of orders, include
the date and place acquired.

c. An explanation as to why all famly nenbers entitled to
transportati on at Governnment expense did not travel together or are not
included on this claim

d. An explanation as to why the dependents traveled either froma
| ocation other than in the vicinity of the Marine's previous duty station or
to a location other than in the vicinity of the Marine's new duty station
or both.

e. The reason a househol d goods or nobile hone shiprment was not made.
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40223. COWANDI NG OFFI CER' S CERTI FI CATI ON. The commandi ng of ficer nust
verify the dependency status of legitinate children over 21 years of age

i ncapacitated for self-support, and parents by checking the Marine's service
record for the current NAVMC 10922: Dependency Application, approved as
required by MCO P1751.3. A parent(s) dependent on the Marine nust have
submtted an affidavit on which to base dependency. (If the dependency
determi nation is not available, hold the claimuntil the Marine requests and
recei ves approval.) |If the dependency is valid, certify the claimby signing
the followi ng statenent, to be placed in the REMARKS bl ock

RENMARKS

The dependent (s) naned in section | of claimare authorized
dependents as determ ned by the CMC (MHP-20).

Grade/Title Signature of CO or designated representative

PART D. SUPPORTI NG DOCUMENTS REQUI RED WHEN CLAI M NG DEPENDENTS
TRAVEL

40231. BEFORE ORDERS ARE | SSUED

1. Reference JFTR, paragraph U5203.

2. Supporting Certificate. Issued by the PCS order-issuing authority.
Shoul d be simlar to the foll ow ng.

|1 certify that (grade, name, SSN) was officially advised on (date) that
| orders directing a change of (station/home port) from (location of old
[to (location of new station) would be issued on or about (approxinate

| dat e) .

I

or

|1 certify that (grade, name, SSN) was officially advised on (date) that
|orders directing (retirement, including disability or tenporary disability]
| retirement/di scharge/rel ease fromactive duty/transfer to Fleet Reserve
| or Fleet Marine Corps Reserve) would be issued on or about (approximte
| dat e) . |
| |

40232. ADVANCE AUTHORI TY WAS REQUI RED. Attach a copy of the authorization
to the claim

40233. FROM AN OVERSEAS DUTY STATI ON- - UNUSUAL OR EMERGENCY
Cl RCUMSTANCES

1. Reference. JFTR, paragraphs U5240.

>2. Supporting Docunent. Certificate in lieu of Orders, issued under
i nstructions of the CMC (MM by the commandi ng officer. This form appears
in figure 4-2-2 and may be reproduced | ocally.
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>3. Wen the Marine is Transferred to a New Duty Station. |If the Marine did
not return to the overseas duty station, travel fromthe designated place to
the new duty station is supported by a Certificate in Lieu of Orders, issued
by the commander at either the gaining or |osing comand.

40234. WHEN THE MARINE | S ASSI GNED TO A RESTRI CTED AREA
1. Reference. JFTR, paragraph U5222.

2. \Wen Regul ations Prohibit Dependents. The Marine' s dependents nay travel
to a designated authorized place. |If they do, the instruction or authority
prohibiting their travel to a restricted area nust appear in the REMARKS

bl ock of the DD Form 1351-4.

3. If the Area Comrander Prohi bited Dependents. The area commander may deny
the Marine's request for the dependents’ entry. |f the dependents travel to
an aut hori zed designated place instead, the instruction or authority
prohibiting their travel to a restricted area nust appear in the REMARKS

bl ock of the DD Form 1351-4.

4. \Wen Restrictions Are Renoved. The dependents nay |ater be authorized to
travel fromthe designated place to the restricted area. Include the
foll owi ng supporting docunents when subnitting the travel claim

a. A copy of the Marine' s orders.

b. Three certified copies of the authority for the dependents to enter
the restricted area.

c. Acertificate, simlar to the foll ow ng:

| certify that travel and transportation for ny dependents was
previously paid/furnished to a designated place, (nane of place),
under these orders, and the JFTR, paragraph U5222-D.

Marine's signature

5. Wen Dependents Travel to Marine's New Duty Station From a Desi gnat ed
Pl ace. Include the follow ng supporting docunents when subnmitting the
dependents’ travel claim

a. The Marine's previous orders to the restricted area.

b. Endorsenments and certificates supporting the dependents’ travel to a
desi gnat ed pl ace.
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c. The Marine's new PCS orders

d. If the new duty station is overseas, three certified copies of the
authority for dependents to enter an overseas area.

40235. WHEN THE MARI NE |'S TRANSFERRED TO A HOSPI TAL FROM A DUTY STATI ON
I N CONUS

1. Reference. JFTR, paragraph Us5222

2. Information. Expenses exceeding the entitlement fromthe old duty
station to the hospital will not be paid.

3. Supporting Docurment. Certificate fromthe conmmandi ng of ficer of the
hospital stating that the period of treatment is expected to be prol onged.

40236. VWHEN THE MARINE' S MOBILE UNI T CHANGES HOVE PORT OR PERVANENT
STATI ON

1. Reference. JFTR, paragraph U5222

>2. Supporting Docunents. Certificate in Lieu of Orders, issued and signed
by the comandi ng officer or designated representative. (This form appears
in figure 4-2-2 and may be reproduced locally.) Enough copies of this form
nmust be issued to satisfy the Naval Supply Systens Conmand requirenment to
shi p househol d goods.

3. Information. Oders will not be issued if the Mrine

a. has no dependents on the effective date of change, unless the Marine
is entitled to and intends to ship household goods or a notor vehicle.

b. has been, or will be in the near future, issued PCS orders, or
c. has less than 6 nonths' obligated service remaining. |f the Marine's
services can be spared, separation orders will be issued. |[|f the Marine then

extends or reenlists before the unit detaches, separation/relief fromactive
duty orders will be canceled and, if proper, a certificate of change issued.

40237. WHEN DEPENDENTS REMAI N AT PREVI OUS DUTY STATI ON: MARI NE
RECEI VES PCS ORDERS FROM DUTY STATI ON
1. Reference. JFTR, paragraph U5203.

2. Supporting Docunents. |f dependents travel to the npbst recent duty
station, include the follow ng supporting docunents:

a. Oders directing travel fromthe station where the dependents
remai ned.

b. Orders directing the PCS, if the dependents have traveled/wll trave
to that station.
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40238. WHEN THE MARI NE SEPARATES FOR THE PURPOSE OF CONTI NUI NG ON
ACTI VE DUTY. See the JFTR, paragraph U5225

40239. VWHEN THE MARI NE | S TRANSFERRED TO THE RETI RED LI ST/ TDRL OR
Dl SCHARGED W TH SEVERANCE/ READJUSTMENT PAY. See the JFTR, paragraph U5130
and chapter 5 of this Mnual.

40240. WHEN THE MARI NE | S DI SCHARGED OR RELEASED FROM ACTI VE DUTY. See
chapter 5 of this Manual.

40241. FOR STUDENT DEPENDENTS TO ATTEND SCHOOL

1. Reference. See the JFTR, paragraph U5243.

2. Supporting Docunents. Include the following with the dependent’s trave
claim

a. Orders containing
(1) the JFTR reference under which the travel is authorized,

(2) whether travel is the first or second half of the authorized
round trip, and

(3) the appropriation data chargeabl e.

b. Certificate issued by conpetent nedical authority (or statenent in
the orders) if travel by air is

c. Certificate issued by appropriate authority if MAC was unavail abl e
and commerical air was used

d. Certificate issued by appropriate authority if a U S. flag carrier
was unavailable and a foreign flag carrier was used.

e. The following statenent in the REMARKS bl ock of the DD Form 1351-4:

| certify that (nane) is enrolled at (nanme, address of school) as a

full time student and neets all the eligibility criteria of the |

of the JFTR, paragraph U5243. |
|

40242. DEPENDENT QUTSI DE CONUS: REQUI RES MEDI CAL CARE.
1. Reference. JFTR, paragraph U5240.
2. Supporting Docunents

a. Orders issued by conpetent authority approving the transportation of
t he dependent. (The orders nust cite the JFTR, paragraph U5240.
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b. Statenent from conpetent nedical official as to the seriousness of
the condition and | ack of adequate facilities. |If a medical official is not
avai l abl e, the order-issuing official nust include a statenment in the orders.

PART E: SETTLEMENT OF DEPENDENTS TRAVEL CLAI M5

40251. MARI NE AND DEPENDENTS DO NOT TRAVEL CONCURRENTLY. |f the Marine was
advanced funds for dependents’ travel and transportation allowances, but the
Marine’ s dependents did not travel to the new permanent duty station with
the Marine, obtain a certificate fromthe Marine stating when the dependents
are expected to arrive.

1. More Than 30 Days After the Marine's Reporting Date. |If the Marine's
dependents will not arrive until nore than 30 days after the Marine's
reporting date, recoup the ampunt advanced for dependent’s travel and
transportation all owances, followi ng the instructions in paragraphs 140102
and 140103.

2. Less Than 30 Days After the Marine's Reporting Date. |If the Marine's
dependents will arrive within 30 days of the Marine's reporting date, file
the Marine's certificate on the left side of the pay record. Hold the file
in suspense until the Marine submits a claimfor dependents travel and the
out st andi ng advance is |iquidated.

>PART F: SPECI AL Cl RCUMSTANCES

40261. TRAVEL TO ATTEND BURI AL SERVI CES OF A DECEASED MARI NE. The fol | owi ng
procedures will be used to enable surviving dependents to attend the burial
service of a Marine who has died while serving on active duty or had been
called (or ordered) to activel/inactive duty training.

1. Commands nust ensure that the surviving dependents authorized to attend
a deceased Marine's burial cerenonies are as described in the JFTR

par agraph Us242, and provided here for convenience: "’ Surviving dependents,
... nmeans the nenber’s spouse, children (includes natural offspring, step
adopted and illegitimate as defined in appendix A) [of the JFTR] who are
unmarri ed and under 21 years of age, or such children, regardl ess of age, who
are incapable of self-support due to nental or physical inpairnents and who
were in fact dependent on the deceased nenber for over one-half of their
support. |If there are no surviving dependents, the deceased menber’s
parents (including stepparents or parents by adoption) or any person
including a forner stepparent, who has stood in |oco parentis to the nenber
at any tine for a continuous period of at |least 5 years before the nenber
became 21 years of age, maybe authorized to travel."

2. The local command assisting the famly menbers may issue an invitationa

travel order (ITO, which is essentially a |letter authorizing the travel. A
sanple 1 TO appears in the JFTR, volune 1, chapter 7, part T. This, however,
is not an absolute requirenent, as time or locality constraints may prohibit
it.

3. Wen the fanm |y nenbers have conpleted their travel, the local comand
will assist the family nmenbers in obtaining and conpleting the DD Form
1351-2. The command wilt then forward the travel claimto the CMC (VHP-10)
for review. A copy of the original ITO if issued, and a copy of GIR s used
or receipts for personally procured comrercial transportati on nust be

att ached.

4, CMC (MHP-10) will reviewthe travel claim |If approved, CMC will issue
appropriate orders for the famly’'s travel, supply accurate appropriation
data, and forward the claimto the DFAS-KC (EYCT) for paynent. EYCT will
not settle the claimw thout MHP-10’s authorization

4-16

Ch 1



MCTI M

5. Dependents should be advised of the transportation services which naybe
used between the next-of kin's hone and the hospital/burial site and for
whi ch they naybe rei nbursed. These include one or a conbination of the
fol |l owi ng:

a. Transportation in kind or a transportation request.
b. Reinmbursenent for the cost of personally procured transportation

c. A nonetary allowance of $.24 per nile for the official distance
travel ed by POV.

6. Wen surviving dependents performtravel to attend the Marine’'s buri al
cerenony, they are entitled to a per diemallowance in connection with the
travel perforned, Per diemis paid at the rate of $50 per day in CONUS or
the applicable rate outside CONUS, but may not be paid for nore than 2 days.
(See the JFTR, paragraph U5242 for exceptions.)

40262. VI SITATION OF SERI OQUSLY | LL/I NJURED MARI NE. The foll owi ng procedures
will be used when the condition of a seriously ill or injured Marine warrants
the presence of family nmenbers

1. The appropriate command will assist fanmily nenbers in obtaining
transportation to the hospital where the Marine is hospitalized, when
possi bl e. Because haste is often crucial, however, the fanily nenbers nay
choose to obtain such transportation i ndependently.

2. Once the travel is conplete, the command will assist the fam |y nenbers
in conpleting the DD Form 1351-2. Wile preparing the travel claim
conmands shoul d advise the famly of the foll ow ng:

a. Not nore than two fanily nenbers nmaybe provided round trip
transportation. The conmmand nust ensure that fanmily nenbers include only
those individuals stated in the JFTR paragraph U5246, and restated here:
"The menber’ s spouse, children (including step, adopted, and illegitimte
children), siblings of the nmenber and parents of the nenber (includes fathers
and not hers through adopti on and persons who have stood in |oco parentis to
the menber for a period of not less than 1 year imredi ately before the
menber entered the uniformed service). However, only one father and not her
or their counterparts may be recognized in any one case."

b. Reinmbursenent of the expenses prescribed in the JFTR, paragraph
Us5212, is authorized in connection with the travel performed. Paynent of per
diemis not authorized.

c. Travel is authorized only fromthe next-of-kin's honme to the hospita
and return.

3. The command will then forward the travel voucher to the CMC (IHP-10) for
review. This claimnmust be supported by the foll ow ng:

a. Two witten statenments: one fromthe attendi ng physician/surgeon and
one fromthe conmander/ head of the nmedical facility having mlitary control
over the Marine. These statements nmust affirmthat the presence of the
next-of-kin is necessary for the health and welfare of the Marine. (This is
required by the JFTR, paragraph U5246,)

b. A copy of the GIR (if used) or receipts for personally procured
conmer ci al transportation

4., CMC(MHP-10) will review the travel claim |f approved, CMC will issue
appropriate orders for the famly's travel, supply accurate appropriation
data, and forward the claimto the DFAS-KC (EYCT) for paynent. EYCT will
not settle the claimw thout MHP-10 s aut hori zation
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5. Dependents should be advised of the transportation services which nay be
used between the next-of-kin's honme and the hospital/burial site and for which
they may be rei nbursed. These include one or a conbination of the foll ow ng:

a. Transportation in kind or a transportation request.
b. Reinmbursenent for the cost of personally procured transportation.

c. A nonetary allowance of $.24 per nile for the official distance
travel ed by POV.

40263. MARI NE OFFI Cl ALLY REPCRTED AS DEAD, | NJURED, |LL, ABSENT FOR A PERI OD
OF MORE THAN 29 DAYS IN A M SSI NG STATUS, OR UPON DEATH

1. Entitlement. The dependent’s entitlenent to travel and transportation
al | owances are explained in the JFTR, paragraph U5241.

2. Advance Paynent. The finance office servicing the [ ocal conmand may
provi de an advance to the dependents.

a. Wen paying an advance, notify DFAS-KC (EYCT) by nessage. |nclude
the follow ng information:

(1) Marine’'s grade and SSN.

(2) Name of the payee, and his/her relationship to the Mrine.
(3) Date of Marine’'s death.

(4) Anpunt and date of paynent.

(5) DOV nunber.

(6) DSSN.

b. Forward a vouchered copy of the DD Form 1351: Travel Voucher to the
DFAS- KS (EYCT) to support the paynment. Do NOT forward these vouchers by
bulk mail; instead, forward them by separate letter of transmttal.

3. Government Furnished Transportation. |f the dependents request
transportation to a place to which travel nust be approved, approval nust be
obt ai ned from CMC (MHP- 10) .

4. Final Settlement. Upon conpletion of travel, the primary dependent will
conplete a DD Form 1351-4: Voucher or Cl aimfor Dependent Travel and

Di sl ocation or Trailer Allowance. Instructions for conpleting this formcan
be found in part C of this section. The dependent nust then forward this
form and required supporting docunmentation, indicated below, to the

DFAS- KC ( EYCT).

a. If enroute to a new duty station when the Marine died, the Marine's
orders was required.

b. A copy of the official status report.

c. Incident to a Reported Casualty Status. CMC (MHP-10) mnust approve
travel to any |ocation other than the Marine's hone of record or the
resi dence of dependents.
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5. Dependents should be advised of the transportation services which nmay be
used between the next-of-kin's home and the hospital/burial site and for
whi ch they may be reinbursed. These include one or a conbination of the
fol |l owi ng:
a. Transportation in kind or a transportation request.

b. Reinmbursenent for the cost of personally procured transportation.

c. A nonetary allowance of $.24 per mle for the official distance
travel ed by POv.
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AUTHORIZATION FOR ADVANCE-DEPENDENTS TRAVEL
AND/OR DISLOCATION ALLOWANCE

SECTION A

NAME OF INDCIVIDUAL {Last, Fiest, MI) GRADE 5N

UNIT PEBC + DATE OF DETACHMENT

| desire advance payment of [ DSLOCATION ALLOWANCE [ CEPENDENTS TRAVEL ALLOWANCE

SECTICN 8 - DEPENDENTS TRAVEL

| CERTIFY that my dependents will relocate from

(Street, City, and State)

T

{Clty, and state}
whera they wili astablish a bona fide residence incident to my permanent change of station. The foliowing

dependents are eligible for transportation in accordance with JFTR, paragraph U$203.

MAME [Last, Firat, i} RELATIONSHIP DATE OF BIRTH

| understand that, in the évent my dependents do not relocate, repayment of the advance is subject to immediate
recoupment action. 1 anticipate travel to beginan —__and to be completed by
{Gay, Month, Year} (Day, Month, Year}

| applied for shipment/storage of househald effect or a “DITY” move on
{Ciay, Month, Year)

SECTION C - DLA {OWN RIGHT}

0 1 hereby make appiicatiion for advance payment of dislocation allowance incident to my permanent
change of station to:

(New permanent duty station)

In the event Government quarters are permanently assigned at the new permanent duty statien, | understand that
the advance payment of disiocation allowance must be repaid immediately upon reporting.

Applcant’s signature ' Dare

’Fig-ure 4-2-1.--Authorization for Advance Dependents Travel and/or Dislocation Allowance.
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COVPLETI ON | NSTRUCTI ONS

Conplete the first page as expl ai ned bel ow

Section A
I ncl ude standard identifying information about yourself.
I ndi cat e whet her you want to receive an advance paynent for your
dependents’ travel, for dislocation allowance, or both.

Section B

Identify your dependents’ present address and the city they intend to
nove to.

Li st each dependent that intends to relocate, his/her relationship to
you, and the dependent’s date after birth.

Identify the date the travel will begin and term nate.

If you have arranged for the shipnent of your household effects,
i ndicate the date this occurred.

Section C
I f you have no dependents, you may clai man advance paynent of DLA
(own right) by conpleting this portion of the form |Indicate your new
per manent duty station.
As stated on the front of the form if you are assigned Gover nnment
gquarters at your new pernanent duty station, the advance paynent of
di sl ocati on al |l owance nmust be repaid.

Applicant’s Signature

Your signature verifies the correctness of the information which you
have suppli ed.

>Figure 4-2-1.--Authorization for Advance Dependents Travel and/or
Di sl ocation Al |l owance-- Conti nued.
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CERTIFICATE IN LIEU OF ORDERS

NAME (Last, First, Middle Initat) GAADE B5M DA%
SEPARATION WITHOLUT ORDERS GERTIFICATE: ™ CONNECTION WITH TRAVEI: CLAIM, | CERTIFY THAT THE RECQORD OF THE ABQVE
NAMED MARINE SHOWS THE FOLLOWING:
[FMORCAABLY DISCHARGED AT {Name and ncation of acimity)
DETACHED (Time and daia} PEBD
E LAST PEAMANENT DUTY STATION
=
PLACE TO WHICH MILEAGE FOR TRAVEL ELECTED
REGLULAR . AESERVE
HOME OF RECORD AT LAST ENLISTMENT (Gity and Stata) HOME OF RECORD AT TIME QF LAST ASSIGNMENT TG ACTIVE DUTY (Clty and Slace
{FLACE GF ACCEPTANGE AT LAST ENLISTMENT {City and State) PLAGE FROM WHIGH ORADERED TO ACTIVE OUTY (Gity ang Staie)

ALEAT UNIT CERTIFICATE; IN CONNECTION WITH TRANSPORTATION OF HOUSEHOLD EFFECTS, | CERTIFY THAT THE COMMANDANT OF
= THE MARINE CORPS HAS ALERTED THIS UNIT THAT IT WILL BE TRANSFERRED 70 A RESTRICTED PEAMANENT DUTY STATION QUTSICE THE
= UNITED STATES WITHIN 90 DAYS.

: UNIT DESIGNATION FERMANENT DUTY STATION DATE ALEATED

CHANGE OF HOME PORT/PERMANENT STATION OF MOBILE UNIT CERTIFICATE: N CONNECTION WITH TRANSPORTATION OF
= DEPENDENTS AND SHEPMENT OF HOUSEHOLD EFFECTS, | CERTIFY THAT THE COMMANDANT OF THE MARINE CORPS QR CHIEF OF NAVAL
E QRERATIONS HAS DIRECTED THE CHANGE OF HOME POCRT/FEAMANENT STATION OF THIS VESSELUNIT,

E OLD STATION/PORT NEW STATICNIRCRT EFFECTIVE GATE

B DEPENDENTS TRAVEL UNDER UNUSUAL OR EMERGENCY CONDITIONS: TRANSPORTATION OF DEPENGENTS HAS BEEN APPAOVED
o AS THE RESULT OF CONDITIONS SPEGIFICALLY PROVIDED FOR BY JFTR+ par US2HO.--

E LOCATION OF QVERSEAS STATION QESIGNATED DESTINATION EFFECTIVE DATE

QDESIGNATED SHIP OR STAFF CERTIFICATE: IN CONNECTION WITH TRANSPORTATION OF DEFENDENTS AND SHIPMENT QF HOUBE-
- HOLD EFFECTS, | CERTIFY THAT THE COMMANDANT OF THE MARINE CORPS HAS DESIGNATED THIS UNIT TO OPERATE IN AN OVERSEAS
E AREA FOR A CONTEMPLATED CONTINUQLIS PERIOD OF ONE YEAR CR MORE.

: UNIT DESIGNATION PERMANENT DUTY STATION DATE DESIGNATED

TO BE USED IN CONJUNCTION WITH ANY OF THE ABOVE PARTS, AS APPLICABLE:
FAVORABLE DEPENDENGY DETERMINATION FOR THE FOLLOWING PERSON{S) HAS BEEN MADE AS EVIDENCED 8Y THE CURRENT COFY OF THE

DEPENDENCY APPLICATION (NAVMC 10822) DATED

AND CONTAINED ©N

VIS séreen JRED

NAME [Last, First, Middia initial} RELATIONSHIP DATE OF BIRTH
LAST PLACE MARINE WAS REIMBURSED OR TRANSPORTATICN REQUEST WAS
FURNISHED AND USED FOR TRANSPORTATION OF DEFENDENTS (City and State):
ACCOUNTING AND AFPAOPRIATION DATA — ACCOUNTING CLASSIFICATION
APPROPRIATION SYMBOL QBJECT HBUREAU - aub. AUTH'N TRANS. PACPERTY COST COOE

- D SUSH CLAST. CONT. NO, ALLOT. | AGCTG ACTY. TYPE ACCT'G AGTY.
-
[ =]
5 e T3
Ll DATE TYPED MAME AND SHGHATURE OF CEFTIFYING OFFICER ISSUING ACTIVITY

MCTI M

* g ro 1M0= a0 07 ST REOGN ND. &

’Figure 4-2-2 --Certificate in Lieu of Orders.
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWANCES

SECTI ON 3: DI SLOCATI ON ALLOWANCE

PART A: GENERAL

40301. REFERENCE. JFTR, volune 1, chapter 5, part C

40302. PAYMENT OF A SECOND DI SLOCATI ON ALLOWANCE DURI NG A FI SCAL YEAR.

If a Marine clains nore than one dislocation allowance during a fiscal year,
request thc CMC (MM deternine if the needs of the service required it.

Foll ow the instructions in MCO P10000. 6.

40303. RULES FOR DETERM NI NG ENTI TLEMENT. See table 4-3-1 and the JFTR
volunme |, table 5-6-1, for nenber-to-nenber entitlenments.

>40304. REQUEST FOB ADVANCE. Marines may request an advance paynent of

di sl ocation allowances, in conjunction with a PCS nove, if otherw se
entitled. An Authorization for Advance Dependents Travel an/or Dislocation
Al l owance is shown in figure 4-2-1 and may be reproduced locally for use in

i ndi vidual travel sections. |Its use, however, is not required. Instructions
for conpletion are on the second page of the form

PART B: ADVANCE PAYMENT OF DLA

40311. PREPARATI ON OF THE PAYMENT VOUCHER. Use a DD Form 1351: Travel
Voucher to pay an advance for dislocation allowance. (Chapter 3, section 2,
part c, explains howto prepare this form) Be sure to check the

DI SLOCATI ON ALLOMNCE bl ock in Section 1: PAYMENT FOR. Paynment of DLA naybe
i ncl uded on the DD Form 1351 which is used to pay advances for other PCS

al l owances the Marine is entitled to.

40312. ORDERS ENDORSEMENT. Include the anount advanced for DLA when
endorsing the Marine's original orders. See paragraph 20111 for an exanpl e:

PD ADV/ DLA: $333. 33 FM (LOCATION) TO (LOCATI ON)

40313. DOCUMENT DI STRIBUTION. Distribute the originals and copies of the
Marine’'s PCS orders and the DD Form 1351 followi ng the instructions in
par agr aph 30233.

PART C. CLAI M5 FOR DLA

40321. SUPPORTI NG DOCUMENTS. The same supporting docunments required for
the Marine’'s and the Marine’'s dependents’ travel claims nust support a claim
for DLA. In addition, a Marine entitled to DLA (own right) nust submt a
'no governnent quarters assigned endorsenent fromthe housing officer

or conmandi ng of ficer at the new pernanent duty station.
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40322. MARINE ENTI TLED TO DLA AT W TH DEPENDENT RATE

1. If the Marine and Dependents Travel Concurrently/Dependents Travel in
Advance of Marines. A Marine should include a claimfor DLA on the DD

Form 1351-4: Voucher or C aimfor Dependent Travel and Dislocation or Trailer
Al l owance which is used to clai mdependent travel allowances. (Paragraph
40222 explains how to conplete this form) Wen conpleting this form enter
t he nunber of times DLA has been claimed this fiscal year in section VI:

DI SLOCATI ON ALLOMNCE on the reverse of the form

2. Marine Travels in Advance of Dependents. A Marine may relocate to the
new permanent duty station before the dependents nove. Wen this occurs,
and if the Marine is not assigned Government quarters, the Marine may claim
DLA (own right) on the DD Form 1351-2: Travel Voucher or Subvoucher used to
claimother PCS travel allowances. Once the dependents relocate, the Marine
may then claimDLA at the with dependents rate, and be paid the difference
between the two rates.

40323. MARINE ENTI TLED TO DLA (OMN RIGHT). A Marine nmay include a claim
for DLA on the DD Form 1351-2: Travel Voucher or Subvoucher used to claim
other PCS travel allowances. (Paragraph 30311 explains how to conplete this
form) In addition, the Marine needs to include the follow ng information:
1. CHECK MAI LI NG ADDRESS Bl ock. The Marine's forner and present address.

2.  ORGANI ZATI ON AND STATI ON Bl ock. The forner and present organi zati on and
station the Marine was assigned to.

3. Explanation. 1In either section 5: REI MBURSABLE EXPENSES or in the
REMARKS bl ock on the back of the form the follow ng statenent:

This is the (ordinal nunber) claimfor
a DLA based on a PCS in (fiscal year).
PART D: SETTLEMENT OF CLAI M FOR DLA
40331. CLAI M COVPLETI ON
1. |If Marine and Dependents Travel Concurrently/Marine's DD Form 1351-2

Avail abl e. Make the follow ng additional entries on the DD Form 1351-2:

a. Cross out Reinbursable Expenses in the SUMVARY OF PAYMENT bl ock on
the right side, and wite in DLA w depn.

b. In block 15: ACCOUNTI NG CLASSI FI CATIQN, include a line containing
the DLA appropriation. Cite DLA at the wi th/dependents rate.

2. If Marine Travels Alone. Mke the follow ng additional entries on the
DD Form 1351- 2:

a. Cross out Reinbursable Expenses in the SUMVARY OF PAYMENT bl ock on
the right side, and wite in DLA(OR).
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b. In block 15: ACCOUNTI NG CLASSI FI CATIQN, include a line containing
the DLA appropriation. Cite DLA at the wi thout dependents rate.
3. \Wen Dependents Arrive Subsequent to the Marine

a. Wite the anmobunt to which the Marine is entitled for DLA If the

Mari ne had been assigned government quarters, this will equal the ful
amount of DLA at the with dependent rate on the effective date of orders.
If the Marine had not been assigned governnent quarters, this will be the

di fference between DLA(OR) and DLA with dependents on the effective date of
orders.

b. In the accounting classification section, include a |line containing
the DLA appropriation. Cite the anmount of DLA to which the Marine is
entitl ed.

40332. DEPENDENT TRAVEL RECORD. Enter the anount paid for DLA on the next
avai | abl e bl ock of the NAVMC 118(21): Dependent Travel Record.

40333. ORDERS ENDORSEMENT. Include the ampbunt paid for DLA when endorsing
the Marine's original orders. See paragraph 20111

40334. DOCUMENT DI STRIBUTION. Distribute the originals and copies of the
Marine’'s PCS orders and supporting docunments following the instructions in
par agr aph 30233.
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NOTE 2:

NOTE 3:

NOTE 4:

NOTE 5:
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Table 4-3-1.-TILA Entitlement When Marine Nat Married To Service Mamber.

R A B C
0 J1fa Marine and then the Marine iz entitled to
L DLA in an amount equal to
B the mmonthly BAQ
1 has command-spensored orders are issued evacuating | payable at the ecurrent pay
dependenta the dependents bo a designated | grade as a Marine with
place {note 1) dependents

2 | is stationed overseaz and has | Marine receives PCSorders

vomnmand-sponsored Lo CONLUIS (note 2)
"“‘] dependents
3 Marine receives PCS orders
from an overseas restricted
area {note 3)
4 | dependents wha are Marine completns 4 PCRand
authorized to move in relocates household incident
eonnection with o PCS te an lert notize of assignment]

o & regtricted overseas area
(JFTR, paragraphs U5240-H
and UB6EA0-TF inotes 3 and 4)

5 | dependents who are one or more dependents to which entitled as a Marine
suthorized te move and complete travel (notes 2 and 4) | with dependents on the
actually move in connaction affretive date of PCS orders
with a PCS

& | nodependents who are Marine ia transferred toa at the without dependents
wuthorized te move at permanent station, pmd is rate on Lhe effective date of
Government expense on not assigned permanent, PCS orders
the orders Government quarters (note 5)

T | does not relocate dependents
incident to a PCS

May be paid before evacuati on of dependents, but nust be refunded
or adjusted if one or nore of the Marine' s dependents do not
actually nove to a designated place and household is not rel ocated.

Not payabl e unl ess one or nore of the Marine' s dependents actually
nove and household is
rel ocat ed.

May be pai d when dependents conplete travel to the designated place,
but nust be refunded or adjusted if the Marine's PCS orders are
cancel ed or revoked before the effective date.

Orders directing PCS nust be published when dependent travel is
per f or ned.

The commander or designee of the Marine's new permanent duty
station (PDS) nust certify that the Mari ne was not assigned
per manent Government quarters at that station
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWMNCE

SECTI ON 4: TEMPORARY LODG NG EXPENSE ALLOWANCE

40401. REFERENCE. JFTR, volune 1, chapter 5, part H

40402. ADVANCES. Advance paynent of TLE is not authorized.

40403. CLAIMS. A Marine should claimTLE on the travel claim The
foll owi ng statement nust appear on the claim

I certify that (I and/or ny dependents listed on this clain)
incurred tenporary | odgi ng expenses on (inclusive dates).

The tenporary | odgings (did/did not) have facilities avail able
to prepare and eat neals.

1. The claimnmaybe included on the sanme forn(s) (DD Form 1351-2 or 1351-4)
used to claimthe Marine's and the Marine's dependents’ travel, unless
tenporary | odgi ngs were not occupied until nore than 5 days after the Marine
reported.

2. \Wen tenporary | odgi ngs are not occupied until nore than 5 days after
the Marine reports, the Marine nust subnit the claimas a supplenental trave
claimon a DD Form 1351-2 or 1351-4, as appropriate.

3. If only the Marine's dependents occupied tenporary | odging, the claim
nmust be made on the DD Form 1351-4: Voucher or Claimfor Dependent Trave
and/ or Dislocation Allowance.

40404. SUBM SSI ON REQUI REMENTS/ SUPPORTI NG DOCUMENTS.  Marines shoul d subnit
clains for TLE with the clains for other travel and transportati on all owances
that Marine is entitled to. The Marine nust subnit the original and three
copies of the PCS travel orders, including all endorsenents, when submitting
a supplenental claim |In addition, the follow ng supporting docunents are
required regardl ess of when the claimis subnitted:

1. A statenment of nonavailability of Governnent quarters, obtained fromthe
| ocal commanding officer if Governnent quarters were not available. (If the
Marine's old or new duty station is not |ocated at a post, canp, station,
base, or depot, or if the old or new duty station is in a city or
nmetropolitan area, the statenent of nonavailability is not required.)

2. Receipts for |odging.
40405. COWPUTATI ON OF AMOUNT DUE. The JFTR, paragraph U5710, provides the
rates payabl e and conputation procedures.
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40406. CLAI M COVPLETI ON. I ndicate the anpbunt paid for TLE on the travel
claim or covering travel voucher. Include a separate |ine of appropriation
data for TLE expenses. Cite the amount of TLE the Marine was entitled to.

40407. ORDERS ENDORSEMENT. Include the amount paid for TLE when endorsing
the Marine's original orders. See paragraph 20111

40408. DOCUMENT DI STRIBUTION. Distribute the originals and copies of the
Marine’'s PCS orders and supporting documents following the instructions in
par agr aph 30233.
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWANCES

SECTI ON 5: HOUSEHOLD GOODS

PART A: REFERENCES

40501. GENERAL. JFTR, volume 1, chapter 5, part D and MCO P4600. 7

40502. ADVANCES. JFTR, paragraphs U5385 and U5320.

PART B: ADVANCES

40511. ENTI TLEMENT. Marines who elect to nove their househol d goods under
the do-it-yourself (DI TY) program may receive an operating allowance, if
ot herwi se aut hori zed.

40512. PREPARATI ON OF THE ADVANCE PAYMENT VOUCHER  Use a DD Form 1351:
Travel Voucher to pay an advance for novenment of househol d goods. (Paragraph
30222 explains how to prepare this form) In block #9 of Section |I: PAYMENT
FOR, enter 'Qperating Allowance for DITY Move of HHG. Paynent of this
advance maybe included on the DD Form 1351 which is used to pay advances

for other PCS allowances the Marine is entitled to.

40513. ORDERS ENDORSEMENT. | ncl ude the anmount advanced for an operating
al | owance when endorsing the Marine's original orders. See paragraph 20111.

40514. DOCUMENT DI STRIBUTION. Distribute the originals and copies of the
Marine’s PCS orders and the DD Form 1351 following the instructions in
par agr aph 30233.

PART C. CLAIMS FOR DI TY MOVEMENT OF HOUSEHOLD GOCDS

40521. CLAI M5 FOR FI NAL SETTLEMENT

1. Local Mywves. The Marine nust prepare a DD Form 1351-4: Voucher or Claim
for Dependent Travel and Dislocation or Trailer Allowance. This form nust

be submitted within 3 working days after the Marine reports to the new
permanent duty station. |f not, the conmmanding officer will instruct the
finance officer to collect the total amount of the advance, if any.

2. Other Than Local Moves. The Marine nmust prepare a DD Form 1351-4:
Voucher or C aimfor Dependent Travel and Dislocation or Trailer Al owance.
This form together with those itenms noted bel ow, nmust be subnmitted to the
conmandi ng General, Marine Corps |ogistics Base (Code 470), Al bany, GA
31704-5000 for final settlement and payment of incentive pay, if any. In
this is not done within 45 days, the commandi ng officer will instruct the
finance officer to collect the full anpbunt advanced, if any.

4-23



MCTI M

a. Copy of applicable orders; e.g., PCS, separation, discharge, or DD
Form 214.

b. Copy of all receipts for vehicle rental, gas, oil, noving aids, and
any applicable toll charges.

c. Copy of all weight validated tickets.

40522. EXCESS COSTS | NCURRED | N SHI PPI NG HOUSEHOLD EFFECTS. Funds nust be
collected fromthe Marine if

* the shipnent cost nore than the anmount the Marine
was entitled to, or

* the Marine did not provide required wei ght
certificates.

>40523. MCLB- - DETERM NATI ON OF EXCESS COSTS. The Conmandi ng Gener al

(A470), Marine Corps |logistics Base, Al bany, Georgia will determ ne when the
cost of shipping a Marine’'s househol d goods or PCS DI TY nove exceeds the
Marine's entitlenent. The MCLB will prepare a DD Form 139: Pay Adj ust ment
Aut hori zation (PAA), and forward the original to the DFAS-KC (JE) and a
copy to the Mari ne.

>40524. DFAS-KC (JE) - - RECOUPMENT OF EXCESS COSTS. Upon receipt of the DD
Form 139 fromthe MC LB, the DFAS-KC (JE) will use the follow ng disbursing
diary entry to check the Marine's MWA for the excess costs in shipping
househol d ef fects:

{Trc 592)  cHERlTAVL- ;o 0eao

5

Bureau control number
{Eive digits, alash,
and one-digit
suffix}
Autharization accounting
ackivicy
TYpe
Travel order numher
Cost code (three-digit pay
group, four zeroan, and
five-digit FAN)

Amount (nat te excesd $999%.99)
Effartive date of checkage

424
Chl
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This statement activates the del ayed checkage process, explained in MCO
P7220. 31.

Include a history statement on the disbursing diary. Provide the follow ng
i nformati on:

* reason for the checkage,

*  nunber of the DOV on which the contractor’s
charges were paid,

* date of the DOV, and
*  DSSN.
A sanple foll ows:
HI ST: COLLECTI ON AS RESULT OF FAI LURE TO PROVI DE TARE AND GROSS WEI GHT

RECEI PTS FOR PCS MOVE AS REQUI RED. ADVANCED OPERATI NG ALLOWANCE
PAI D ON DOV DTD BY DSSN

PROVI DE A COPY OF THE DI SBURSI NG DI ARY PAGE ON WHI CH THESE STATEMENTS
APPEAR TO THE LOCAL FUND ADM NI STRATOR OF THE APPROPRI ATI ON CREDI TED.
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CHAPTER 4
PCS- RELATED TRAVEL ALLOWANCES

SECTI ON 6: TRANSPORTATI ON OF PRI VATELY OWNED VEH CLES

40601. REFERENCES. JFTR, volune 1, chapter 5, part E.
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CHAPTER 4

PCS- RELATED TRAVEL ALLOWANCES

SECTION 7: MOBI LE HOVE ALLOWANCES

40701. REFERENCE. JFTR, volume 1, chapter 5, part F.

40702. ADVANCES

1. Self Haul. Process an advance to an eligible Marine who is transporting
a nobile hone following the instructions in chapter 3, section 2.

2. Comercial Haul. Refer Marines desiring to have their nobile homes
transported comrercially to the transportati on househol d goods shi ppi ng
office. That office will obtain/issue a Governnent bill of lading to ship

t he nobi |l e hone.

3. Comercial Haul - Marine Arranges Shipnent. A Marine nust have obtai ned
witten authorization fromthe traffic managenent officer to arrange for the
shi pnent of the nobile hone. Provide the Marine a travel advance as

aut hori zed by the JFTR, paragraph U5560.

40703. CLAI M COWLETION. The Marine should prepare the DD Form 1351. 4:
Voucher or C aimfor Dependent Travel and Dislocation or Trailer Al owance
to claimallowances for the transportation of a nobile hone.

1. Mobile Hone Used as a Residence for the Marine Only. Do not conplete
sections on the formdealing with dependents’ travel.

2. Mbile Home Used as a Residence for the Marine and Dependents or
Dependents Only. Conplete sections of this formdealing with dependents’
travel. Do this even if only clainmng allowances for the transportati on of a
nobi | e hone.

40704. SUPPORTI NG DOCUMENTS. The original and two copies of the entire
series of orders, or certificate in lieu of orders, with all endorsenents.

If the nobile hone was shi pped between points other than those authorized,

i nclude a statenent explaining why. Additional supporting docunents include:

1. Change of Home Port or Pernmanent Station of a Mobile Unit. Oiginal and
two copies of the certificate fromthe comrandi ng of ficer.

2. Transported Before Orders Were Issued. Certificate fromthe commandi ng
of ficer or designated representative, simlar to the follow ng:
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| certify that (grade, name, SSN) was officially advised on |
(date) that orders directing a change of (station/honme port) |
from (location of old station) to (location of new station) |
woul d be issued on or about (approxinmate date).

I

or

I certify that (grade, name, SSN) was officially advised on
(date) that orders directing (retirenent, including
disability or tenporary disability retirenent/di scharge/
rel ease fromactive servicel/transfer to Fl eet Reserve or |
Fl eet Marine Corps Reserve) would be issued on or about |
(approxi mat e date).

I

3. Marine Arranged

a. Oiginal and two copies of the traffic managenent officer’'s witten
aut hori zation or approval.

b. Two copies of evidence of transportation, such as a bill, a receipt,
copy of the bill of lading, or simlar docunent. Include the name and
address of the comrercial transporter and the points the nobile hone was
transported between.

c. A statenent in the follow ng format:

I certify that the nobile hone bel onged to and was used by
mysel f (or dependents) before the effective date of ny
orders. The nobile hone is not intended directly or
indirectly for any other person or persons, sale, barter
exchange, or for accomvpdati ons of other persons. Shiprent
was nmade at expense under identical orders which support
this claim (Show GBL nunber, weight, date, point of origin,
and destination of such shipnent.)

Si gnature of C ai mant

4, Marine is Transferred to a Hospital. |Include a certificate fromthe
conmmandi ng of ficer of the hospital when a Marine's treatment is prol onged.
This is when a Marine is hospitalized froma duty station in the United
States, or is transferred fromone hospital to another for treatnment.

40705. FINAL SETTLEMENT. After arriving at the pernmanent duty station, the
Marine should submt the DD Form 1351-4 to the |ocal disbursing officer

The di sbursing officer will determ ne the dependents’ travel and
transportation allowances (if any). Then, the disbursing officer wll
forward the claimto the Commandi ng General, Marine Corps Logistics Base
(Code 470), Al bany, GA 31704-5000.

4-30



MCTI M

40706. MCLB - DETERM NATI ON OF EXCESS COST. The commandi ng CGener al

(Code 470), Marine Corps Logistics Base, Al bany, CGeorgia, will deterni ne
when the cost of transporting a Marine' s nobile hone exceeds the Marine's
entitlenment. The MCLB will prepare a DD Form 139: Pay Adj ust ment

Aut hori zation (PAA), and forward the original to the DFAS-KC (JE) and a copy
to the Marine.

40707. DFAS-KC (JE) -- RECOUPMENT OF EXCESS COSTS. Upon receipt of the DD
Form 139 fromthe MCLB, the DFAS-KC (JE) will process as indicated in
par agr aph 40524.
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CHAPTER 5
SEPARATI ON TRAVEL
SECTI ON 1: GENERAL
50101. GENERAL. Marines must perform separation travel before they can be
rei mbursed. Separation travel allowances for Marines and their dependents
are based on the type of separation and how nuch of the contract was

fulfilled. The different types of separations are grouped into three
categories and defined in the foll ow ng paragraphs.

50102. CATEGORY | SEPARATEES. Category | separatees are honorably separated
under the followi ng conditions:

1. Have conpleted at |east 90 percent of the initial active duty enlistnment
period or other initial service commtnent.

2.  Medical reasons

3. Hardship.

4. Initial enlistnent contract or other initial service conmtnent reduced
by the CMC or the Secretary of the Navy.

50103. CATEGORY || SEPARATEES. Category || separatees are separated under

the foll owi ng conditions:

1. Honorably, having conpleted | ess than 90 percent of their initial active
duty enlistnment or other initial service conmmtnent.

2. Discharged under other than honorabl e conditions.

50104. CATEGORY |11 SEPARATEES. Category |Il separatees are separated under
the foll owi ng conditions:

1. Retired.

2. Transferred to the Fleet Marine Corps Reserve (FMCR)

3. Placed on the tenporary disability retired list (TDRL).

50105. SEPARATEE DI ES AFTER RETI REMENT/ RELEASE. See JFTR, paragraph U5230.
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CHAPTER 5
SEPARATI ON TRAVEL
>SECTI ON 2: ADVANCE/ PARTI AL PAYMENTS

PART A: ENTI TLEMENT

50201. CGENERAL. Advance paynents of separation travel allowances nust be

| ess than the anpbunt the Marine is expected to be entitled to. Except for
advances nmade to category Ill separatees, advance paynents will be processed
as a partial settlement of prorated entitlenments

>50202. ENTI TLEMENT

1. Category | separatees nay receive a partial paynment of MALT equal to
entitlenent to the place to which the Marine intends to travel, not to

exceed MALT entitlenment to the Marine's home of record or place of enlistnent.
The Marine may receive 75 percent or MALT to the place to which they intend
to travel and establish a permanent residence for their dependents. Again,
this must not exceed 75 percent of MALT to the Marine's home of record or

pl ace of enlistnent. Partial paynment of per diemis not authorized.

2. Category Il separatees may be provided transportation in kind by the

| east expensive node available, or the Marine may elect to be paid an anpunt.
If the Marine does not choose to be provided transportation they may receive
a partial payment equal to 75 percent of the cost to the place to which the
Marine intends to travel by the |east expensive node available. This nust
not exceed 75 percent of the cost to the Marine's honme of record or place of
enlistment. |If the Marine has been issued a GIR, no partial payment is

aut hori zed.

a. Dependents of a Marine who has conpleted |l ess than 90 percent of this
initial active duty enlistnent or other initial service conmtnent, but is
di scharged under honorabl e conditions, nmay be provided transportati on by the
| east expensive node available. The Marine may, instead, receive a partial
paynment equal to 75 percent to the place to which they intend to travel and
establish a pernanent residence by the | east expensive node avail abl e, not
to exceed 75 percent or the cost to the Marine's hone of record or place or
enlistnent.

b. Dependents of a Marine who is discharged under other than honorable
conditions may be entitled to an advance of 75 percent of travel and
transportation all owances based on the node of transportation to be used.
These al |l owances are authorized fromthe place to which the dependent(s) were
| ast transported at Governnent expense to a designated place specified by
t he individual who has authorized the transportation. (See JFTR, paragraph
U5240) .

(1) Wen the dependents travel by POV, the discharged Marine cannot
be consi dered an authorized travel er The dependent spouse wilt be all owed
$.15 per nmile and a flat per diemof $50 per day. Additional dependents will
be entitled to applicable rates.

(2) Wen the dependent(s) travel by conmercial neans or by
transportati on request, the dependents will be entitled travel and
transportation all owances plus per diem as authorized in the JFTR, paragraph
U5203 and U5210

3. Category Ill separatees nay receive an advance paynent equal to travel
and transportation all owances for the node of transportation actually used
fromthe place of separation to the place to which they travel. Per diemis

based on the node of travel actually used. This may not exceed the
entitl enent
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the Marine would receive if travel was perforned entirely by POC. For
dependents, see JFTR, paragraph U5205.

50203. LEAVE AWAI TI NG SEPARATI ON. Advance/partial paynent of separation
travel allowances nmay be paid to Marines authorized | eave while awaiting
separ ati on.

PART B: COWANDI NG OFFI CER S RESPONSI BI LI TI ES

50211. CGENERAL. This part explains the actions the conmandi ng of fi cer mnust
take so that the Marine maybe provided a partial /advance paynent of
separation travel all owances.

>50212. CERTIFICATE IN LIEU OF ORDERS. This certificate is not used in
conjunction with separation.

>50213. SEPARATI ON TRAVEL PAY CERTI FI CATE. The NAVMC Form 11080:
Separation/ Travel Pay Certificate was devel oped to reduce the duplication of
data reported by commuanders (see figure 5-2-1). Because a copy of form
maybe required by three different offices, the followi ng instructions are
provi ded to commandi ng officers processing a Marine for separation

1. Prepare at |east four copies of the NAVMC Form 11060 and any additiona
copies required for retention by your office. Prepare an additional copy if
the Marine is being separated without orders. Conplete Part | of the form
Speci al instructions are provi ded bel ow

a. PLACE FROM ORDERED TO ACDU Bl ock. See the JFTR, paragraph U5125
and 45 Conp. Gen. 661

(1) When the Marine Reenlists Mbre Than 90 Days Before the End of
the Current Contract. The place fromwhich the Marine was ordered to active
duty does not change if the Marine had been separated or relieved fromactive
duty nmore than 90 days before the end of the current contract in order to
reenlist.

(2) Wen the Marine Reenlists Wthin 90 Days of the End of the
Current Contract. The place fromwhich the Marine was ordered to active
duty can change to the place of reenlistment if the Marine had reenlisted
within 90 days before the end of the current contract. For exanple, if a
Marine enlists in Chicago, Illinois, but reenlists at Canp Pendl eton,
California, Canp Pendl eton beconmes the place fromwhich ordered to active
duty.

b. AUTH FOR SEP AND PROGRAM DESI GNATOR CODE Bl ock. Enter the separation
program desi gnator code in this block. These codes are listed in MCO
P1900. 16 and MCO P1080. 20.

c. Appropriation Data. |Include a line of appropriation data if a Marine
is separated without orders. (The appropriation data is not required if a
Marine is transferring to the FMCR, TDRL, PDRL, retired list, or is a
reservi st order hone, as these Marines should always be issued orders.) This
enabl es the transportation officer to verify that household effects are
shi pped to the sane place to which the Marine is claimng travel.

2. Enter the words "FOR FINANCE OFFI CER S USE" in the upper right margin of
the duplicate copy of the 11060. |If the Marine is being separated w thout
orders, enter the words "FOR TMO S USE" in the upper right corner of the
triplicate copy of the form Initial beneath the notations to authenticate.

5-6
Ch 1



MCTI M

3. Have the Marine conplete Part Il of the NAVMC 11060. If the M
category if separatee 0 is issued a GTR, the Marine is not entitl
artial Paynpn . To prevent such pa¥nent frombeing nade, |ocate t
ravel Election segment in part || of the form Delete the words "I el ect
to be" in the second entry. Replace these words by entering "I have been"
directly above it. A sanple is shown bel ow

8o°
o0

APPELLATE LEAVE ELECTTON (TT applicabl )

A | __ DO __ DO NOT egject Paynent__ days RLB and days SLE in
connection with involuntary appell ate | eave
B. In connection with voluntary aPpeIIate | eave, | understand that |
wWill remain in a pay status until nmy current | eave bal ance of
days is used, and will enter an excess | eave status thereafter
C. | understand that ny | eave balance is __ days excess |eave and that
I will be charged pay and all owance for each day of excess | eave.

TRAVEL ELECTI ON
| DO NOT ELECT to be paid an advance separation all owances.
| have been

| ELECT to be issued Governnent Transportation Request(s) for trave
for nmyself and my dependents from to
(Duty Station) (Gty, State)

4. Have the Marine sign the original and an¥ copi es marked for the finance
officer’s or TMOs use. |If the separatee refuses to sign this certificate,
enter this information in the MARINE S SI GNATURE bl ock. ~ The Marine's
conmandi ng of ficer or designee should then sign in place of the Marine.
5. Include the following in the separation package:

a. Documents required by MCO P7220. 31

b. The original copy of the separation authorization

c. The original and appropriate number of signed copies of the NAVMC
11060, and at |east two unsigned copies of the form

(1) The original and one unsiﬁned fop¥ of the NAVMC 11060 is provided
as electe

to the travel section, if the Marine d to receive a separation
travel advance/paynent.

~(2) One copy of the 11060 with the Marine's original signature and
an additional copy remmins in the pay section to substantiate separation pay
(e.g., lu sum | eave, contract cancellation pay, etc.). |If the Mrine
el ected not to receive a travel paynment, the original may remain in the
finance of fice.

~ (3) If the Marine is being separated wi thout orders, a third signed
copy is provided to the transportati on managenent officer to arrange for the
shi pnent  of househol d effects.

d If the travel section or the transportation office do not have

access to the video inquiry system (VIS), the comandi ng officer should
provi de i nfornmation concerning the rine’'s dependents, their birthdates,
and the Marine’'s PEBD. This information could be included in the Marine's
seFarat|on orders or_apBroprlate pages fromthe VIS nmaybe printed and
attached to the applicable section’s copy of the 11060

6. Forward the separation package to the finance office, to arrive at | east
10 wor ki ng days prior to the date of separation

>50214. AUTHORI TY FOR DEPENDENT TRAVEL/ SHI PMENT OF HOUSEHOLD EFFECTS

PRIOR TO MARI NE' S DATE OF SEPARATION. If a Marine' s dependents have been
authorized to travel and/or the shipment of a Marine's househol d goods have
been authorized prior to the Marine s date of separation, the commandi ng

of ficer nmust prepare a Certificate in Lieu of Orders or [i ke document. This
formis no longer a NAVMC form but is provided as figure 4-2-2.
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>PART C.  MARINE' S RESPONSI BI LI TI ES

50221. COWPLETI ON OF NAVMC 11060. The Marine must conplete and sign
part 1l of the NAVMC 11060. The commandi ng officer provides the conpleted
formto the finance/travel offices for separation payments.

PART D. FINANCE OFFI CER S RESPONSI BI LI TI ES

>50231. PAY SECTION' S ACTION. Upon receipt of the separation package from
t he conmandi ng of ficer, the pay section of the finance officer will take the
foll owi ng action:

1. Review the NAVMC 11060 to determi ne whether the Marine has elected to be
paid a separation travel advance/partial paynent. The first entry beneath
Travel Election in Part Il of the formshould be marked, if the Marine has
el ected not to receive this paynent.

2. If the Marine does wish to be paid for separation travel, provide the
travel section with the original signed copy of the NAVMC 11060 and an
addi ti onal unsigned copy.

3. If the Marine is being separated w thout orders, subnmit a signed copy of
the NAVMC 11060 to the transportati on nanagenent officer so that
transportation of the Marine' s household effects nmay be arranged.

4. Retain a signed copy and an additional copy of the NAVMC 11060 and the
Marine' s separation authorization. (If the Marine has elected NOT to receive
an advance/partial payment of separation travel allowances, the origina

11060 nmay be retained by the pay section.) Conpute the Marine's separation
al | owances, as directed by MCO P7220. 31

>50232. TRAVEL SECTION S ACTION. Upon receipt of the original NAVMC 11060
and one additional copy, the travel section of the finance office will take
the actions explained in the renmmining paragraphs in this part to provide

the Marine with an advance/partial paynent of separation travel allowances.

50233. RESTRICTIONS. Do not make an advance/partial paynent:

1. nore than 10 days before the date of separation, unless the paynent is
for good cause.

2. nore than 10 days before a Marine authorized separation | eave begins
| eave, unless the paynent is for good cause.

50234. COWMPUTATI ON OF TRAVEL ADVANCES. Make an advance/partial paynent
according to what the Marine has elected and the Iimtations contained in
part A of this section. Prepare a DD Form 1351: Travel Voucher, as if
preparing an advance for PCS travel. (See Chapter 3, section 2, part C.)
The follow ng additional instructions apply:

1. In Section 1: PAYMENT FOR, enter "SEPARATI ON TRAVEL PARTI AL PAYMENT" or
" SEPARATI ON TRAVEL ADVANCE" in block 9 and check the box to its right.
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Ch 1



MCTI M

2. Conplete Section VI: ACCOUNTI NG CLASSI FI CATION(S) as fol | ows:

a. Category | and Il Separatees. Use the conplete appropriation data
cited in the travel orders for partial paynents. Use '2D for the
transacti on type code.

b. Category Ill Separatees. List the appropriation data as if making an
advance for PCS travel. See paragraph 30222.6.

50235. CLAI M5 PACKAGE. Provide each Marine separating fromactive service
with the foll ow ng:

1. DD Form 1351-2: Travel Voucher or Subvoucher.

2. DD Form 1351-4: Voucher or Claimfor Dependent Travel and Dislocation or
Trailer Allowance, if applicable.

3. A prepaid return envelope to expedite return of the clain{(s).

4. Conplete instructions on howto conplete the claimand howto return it.
These instructions are provided in figure 5-2-2 and nay be reproduced
| ocal ly.

50236. SUSPENSE FILE. Maintain a suspense file for each separated Mari ne,
as follows:

1. Contents. Include the follow ng:

a. Travel advance/partial paynent voucher

c. NAVMC 11060: Separation/Travel Pay Certificate.
2. Maintenance

a. |If the Marine detaches on the date of separation, maintain the file
for the rest of the nonth of separation plus 60 days, or until the trave
claimis filed and settl ed.

b. If the Marine was authorized separation |eave, maintain the file for
the period of |eave and nonth of separation plus 60 days, or until the trave
claimis filed and settl ed.

3. Separatee Does Not Submit CaimWthin Tinmefranme. Forward the conplete
suspense file under a covering DTL to the DFAS-KC (EYCT) 61 days after the
| ast day of the nonth of separation. List the separatee’s nanme, SSN, and
anmount advanced/partially paid, if any, on the DTL.

5-8
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SEPARATION/TRAVEL PAY CERTIFICATE
NAVMC 11060 (Revised 7-30) {Previous editions will not be used;

SN: 0000-00-006-7785 U/: PADS OF 100

_PART § - COMMANDING QFFICER

uNIT DATE

NAME (Lase, First, Middle Initial) SSN

AUTH, FOR SEF AND PROGRAM DESIGNATOR CODE EFFECTIVE DATE OF SEPARATION FORM ACDU

REASON [JOISCHARGE  [RETIREMENT CIRESIGNATION  [JTRANSFER TGO FMCR  [OTRANSFER TO TDRUPDRL

TYPEOFDISCHARGE  [JHON  [GGEN  [JOTHER THAN HON [J8cp oo
HOME OF RECORD PLACE FROM ORDERED TQ ACDU
PAY INFORMATION
RECOUP ENL SONUS: [] YES [ NO RECOUP REENL BONUS: [ YES [0 NO
[ PAYDISCH GRATUITY. MARINE HAS § PERSQNAL FUNDS
[0 PAYSEPARATION RAY. ACTIVE SERVICE YEARS MONTHS. {CMC MESSAGE ATTACHED) PREVIOUSLY PAID
$ READJUSTMENT PAY
[] PAYDISABILITY SEVERANCE PAY, ACTIVE SERVICE YEARS MONTHS (CMC MESSAGE ATTACHED)
[0 LEAVE AWAITING SEPARATION FROM (TIME AND DATE) TO (TIME AND DATE)
[] RECOUP NRSLOANS O ¥es 0] NO
0 OTHER

DO MNOT COMPLETE APPROPRIATION LINE FOR MARINES WHO RETIRE, TRANSFER TD THE FMCR, PDRL OR TDRL,

A : 3 CLASSIFICATION FOR SEPARAT ERS
APPROPRIATION SYMBOL OBJECT BUREAU SUB AUTH'N TRANS PROPERTY
AND SUBHEAD CLASS CONT NO ALLOT JACCT'G ACTY | TYPE ACCT'G ACTY COSTCORE

BDATA CONTAINED ON VIS SCREEN IRED, MMPA |5 COARECT MO MAY BE USED TO SUBSTANTIATE DEPENDENCY FOR FRAVEL CLAIM
EPG NATURE OF COMMANDINGCER TR YING OFFICER - "DATE

PART Il - MARINE

APPELLATE LEAVE ELECTION {If applicable)

. 1 D0 O 50 NOT elect payment daysRLE and days SLB in connection with involuntary appellats leave.
B. Inconnection with voluntary appellate laave, | understand that I will remain in a pay status until my current laave balance

of ___daysis used, and will enter an excess lgave status thareafier.
€. lunderstand that my leave balance is ____ days excess leave and that | will be charged pay and allawance for each day of
excess leave.
TRAVEL ELECTION

] 1 00 NOT ELECT to ba paid an advance separation aifowances.

L] | ELECT to be issued Government Transportation Request(s) for trave! for myself and my dependents from
to . {Duty Station)

{ciry. state)
(] i ELECT ta be paid advance separaticn travel allowances for mysel? and my depandents from

Duty statton)
L) by Y siaion)

{Complete mailing address} {Mode of Travel}

| Parmanent Mailing Address

The amount advanced is 4 partisl sdvance and the remaining smount due will not be pad untess and uphl 3 raeel dam is submitied for travet
actually perfurmed 1o:

ishyrsing ¢tfj i nca)
TUNDERSTARD that in the svamt | or my depancents do nirt perfarm the travet as Indlcxted above, or traved is performed for a lwssar distarce. an adiusteneat of the final
Smaut due will be required, En the avent { fall to Fle 2 travet dasim upon compintion of travel, the emtire of the ad b dus and payable to the United
Skates Govermenant. : - . ]
|Mmannmuwmmmmﬁmsmmlman { j muy be prog { after my separation and that any additional pay or indebtadness
notiffction chuled LTS wi hgwidadtom Adlertment and pay chades ar Direct Deposit pay received aFur separating must ba to the MCFC
{SEM, Karsay Cley, 197-0001. | shogxd comtact the MCFC {SEP) 7 { have any quertons.
SIGNATURE OF MARINE DATE

’Figure 5-2-1.~Separation/Travel Pay Certificate.
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| MPORTANT: PLEASE READ THI' S | NFORVATI ON PRI CR TO
DEPARTURE FROM YOUR SEPARATI NG ACTIVITY

Travel Caimlnformation

Erroneous and del ayed paynments of travel clains for Marines and their
dependents in connection with separation are nost usually caused by

m sunder st andi ng of entitlenment, incorrectly prepared clains, and
failure to submt clains for final settlement. After conpletion of your
claimforn(s), please read and reverify the accuracy and conpl et eness of
the information and statenents you have given on the DD Form 1351-2 and,
it applicable. DD Form 1351-4 the follow ng information should be

hel pful in avoiding the nost common errors;

1. If your dependents travel before you are issued separation orders,
you are not authorized paynent of dependent’s travel allowance unless:

a. You are issued a Certificate in Lieu of Orders, marked for
pupor ses of DEPENDENT TRAVEL/ SHI PMENT OF HOUSEHOLD EFFECTS ONLY, and

b. Your dependents do not travel prior to your receipt of the
certificate.

The certificate rmust be issued by your commandi ng of ficer or designated
representative not nore than 45 days in advance of your separation date.
This 45 day linmitation may be extended when | eave is granted awaiting
separ ati on.

2. Travel allowance are not payable if Kou and/ or your dependents do
not performany travel in connection with your separation

3. Travel allowances for you and your eligible dependents are payabl e
only if such travel is actually perforned incident to your separation
Travel performed by your dependents for pleasure or for purposes other
than with the intent to change their pernmanent residence is not

aut hori zed at governnent expense. (If, for instance, your household
ef fects or nobile hone have not been shipped to the [ocation to which
your dependents have travel ed, a question arises as to whether the
travel was perforned with the intent of establishing a residence.
Consult your conmanding officer or disbursing officer prior to
separation if a problemexists in this regard.)

4. Payment of dislocation allowance (DLA) is not authorized on
separation fromactive duty.

5. A properly conpleted DD Form 1351-2, for your travel claim and, if
applicable, DD Form 1351.4, for your dependents travel, mnust be
submtted to the disbursing officer at your place of separation as soon
as possible for settlement of your outstanding travel claim

6. Your disbursing officer will provide you with the necessary claim
forms, conpletion instructions, and an addressed envel ope to ald you in
t he submi ssion of your travel clains.

CAUTI ON: Your cl aimshould be submitted no |ater than 45 days after
our §eparagion. If not received within 60 days, appropriate action wll
einitiate

If you have any questions on your travel claimor your dependents travel
claim please seek assistance from your commandi ng of ficer or disbursing
officer at this time. The correct and speedy subm ssion of your claim
will serve to expedite settlenent and avoid the possibility of
recouprent action being initiated.

>Figure 5-2-2.--Separation Travel Caimlnfornmation.
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CHAPTER 5

SEPARATI ON TRAVEL

SECTI ON 3: CLAI M5/ SETTLEMENT

PART A: ENTI TLEMENT

50301. CATEGORY | SEPARATEES. Category | separatees are entitled to the
fol | owi ng:

1. Travel and transportation all owances for the node of transportation used
fromthe place of separation to the place where they actually travel ed.

This rmust not exceed what the separatee would receive if traveling to the
hone of record or place of enlistnent.

2. Per diemis based on the node of travel used. This may not exceed what
the separatee would be entitled to if traveling entirely by POC to the hone
of record or place of enlistnent.

3. Travel entitlenments for dependents, conmputed as prescribed by the JFTR
par agraph U5205. These entitlenents may not exceed what the separatee would
be entitled to if traveling to the Marine's hone of record or place of
enlistnent.

50302. CATEGORY || SEPARATEES. Category |l separatees may be provided
transportation in kind via GIR by the | east costly node of comon carrier
transportation. This travel should not exceed the distance to the
separatee’s honme of record or place of enlistnent. Category |l separatees
not provided transportation are entitled to the follow ng:

1. The cost of travel fromthe place of separation to the place they
actually traveled. This nust not exceed what it would cost to travel by the
| east expensive node of common carrier transportation (usually comerci al
bus) to the honme of record or place of enlistnent.

2. Travel entitlenments for dependent(s) of a Marine who has conpleted | ess
than 90 percent of his initial active duty enlistment or other initial
service commtnent, but is discharged under honorable conditions, are linited
to the sane anounts and conditions as the separatee. See the JFTR, paragraph
Us5225 for travel in CONUS, and paragraph U5240 for travel overseas.

3. Travel entitlements for dependent(s) of Marine who is discharged under
ot her than honorabl e conditions are based on the node of transportation
actually used. These allowance are authorized fromthe place to which the
dependent (s) were |l ast transported at Governnent expense to a designated
pl ace specified by the individual who has authorized the transportation
(See JFTR, paragraph U5240).

a. \Wen the dependent(s) travel by POV, the discharged Marine cannot be
consi dered an authorized travel er. The dependent spouse will be allowed
$15 per nmile and flat per diemof $50 per day. Additional dependents will be
entitled to applicable rates.

b. \When the dependent(s) travel by comercial neans or by transportation
request, the dependents will be entitled travel and transportation all owances
plus per diem as authorized in the JFTR, paragraph U5203 and U5210.
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50303. CATEGORY |11 SEPARATEES. Category |Ill separatees are entitled to
the foll ow ng:

1. Travel and transportation allowances for the node of transportation
actually used fromthe place of separation to the place to which they travel
with intent to establish a permanent residence. See JFTR, paragraph U5130.

2. Per diembased on the node of travel actually used. This may not exceed
the entitlenent the separatee would receive if traveling entirely by POC

3. For dependents, see JFTR, paragraph U5205 and U5210.

PART B: CLAI M SUBM SSI ON REQUI REMENTS

>50311. METHOD OF CLAIM SUBM SSI ON. The separated Marine nust conply with
the structions in figure 5-2-2. Imediately after conpleting travel, the
separatee nust file a travel claimas foll ows:

1. Travel Conpleted Wthin 60 Days After Separation. File the travel claim
with the finance office who paid the separation travel advance/parti al
paynment. |f no advance/partial paynent paid, file the claimw th the finance
of fice providing the | ast active duty pay.

>2. Travel Conpleted 60 Day or Moxre After Separation. File the travel claim
wi th the DFAS-KC (EYCT), Kansas City, MO 64197-0001

50312. SUPPORTI NG DOCUMENTS. The Marine nust subnmit the original of the
travel orders and a copy of the NAVMC 11060. |If the Marine was not issued
orders, the NAVMC 11060 will suffice. |If the dependents were authorized to
travel or househol d goods were shipped before the date of separation, a copy
of the docunent authorizing it is also required.

>PART C. SETTLEMENT OF SEPARATI ON CLAI M

50321. PROCEDURES. (These procedures apply regardl ess of whether the
separation claimis being settled by the finance officer who paid the
separation travel /partial paynent or the DFAS-KC (EYCT). Upon receipt of the
travel claim (DD Form 1351-2 and 1351-4, if applicable) and supporting
docunentation fromthe Marine, take the follow ng action

1. For field finance offices only: |If the suspense file has al ready been
forwarded to the DFAS-KC (EYCT), forward the travel claimto them al so.

2. Ensure supporting docunmentation has been included with the Marine's
claim |If the Marine's dependents also perforned travel incident to the
Marine's separation, a DD Form 1351-4 shoul d be i ncl uded.

3. Determne the anount the Marine is entitled to. Entitlenents are |isted
in Part A of this Section. The JFTR, Chapter 5, provides a nore detailed
expl anat i on.
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4. Deduct any advance/partial settlenents previously made. This anpunt
shoul d appear in the PRI OR TRAVEL PAYMENTS bl ock of the DD Form 1351-2:
Travel Voucher or Subvoucher. Anopunts of advances paid will al so appear on
the copy of the DD Form 1351: Travel Voucher which was used to pay the
advance. This 1351 should be included in the suspense file.

5. If the Marine is due funds for conpleted separation travel, the foll ow ng
i nstructions apply:

a. Category | and Il Separatees. See paragraph 50322.

b. Category Ill Separatees. (See section 1 of this chapter for a
definition of category 11l separatees.) Prepare the DD Form 1351-2 as a
di sbursenment voucher and pay the Marine the anmount due for the separation
travel .

6. Final Settlement Results in Indebtedness. |If the final settlement
results in an indebtedness, recoup the overpaynent follow ng the instructions
i n paragraph 50323. The final settlenment may result in an indebtedness if

t he separat ee

a. Failed to submt a travel claimfor final settlenent with the
prescri bed amount of tine,

b. Failed to conplete the travel as stated on the NAVMC 11060:
separation/ Travel Pay Certificate,

c. O, traveled to a place which results in a |esser entitlenent than
the place to which the advance/ partial settlenent was based.

50322. MARI NE DUE FUNDS FOR SEPARATI ON TRAVEL. The paragraph applies to
category | and Il separatees who are due funds for separation travel after
havi ng conmpl eted that travel. (The paynent of category Il separatees due
funds for separation travel alter having conpleted it is covered in paragraph
50321.5a, above.) |If these individuals are indebted to the Governnent for
reasons other than their separation travel, the excess anount paid for the
partial payment can be used to offset that indebtedness. Anounts due the
Marine for dependent travel can also be used to repay debts due the
Governnment. The instructions bel ow explain (1) how to deternine whether the
former Marine is indebted, (2) howto offset an indebtedness by the anopunt
remai ni ng due for separation travel, and (3) what actions to take if no

i ndebt edness exi st s.

1. Determine Whether Former Marine Is Indebted. The pay section of a
finance office should notify the travel section of all overpaid separations.
This will facilitate the credit of residual travel pay to the MWPA

>2. O fset Indebtedness. |f the Marine was overpaid on separation and is
due noney for separation travel, take the follow ng actions:

a. Report the followi ng mscellaneous credit on the disbursing diary:

s __

{TTC 634,000} CRED] 5
Five-digit numeric pay code [
{99n48-officers; 99148-enlisted}
Amount to be credited

Tax code
Six-digit date

5313
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b. Prepare a NAVCOWT Form 2277: Voucher for D sbursenent and/or
Collection to charge the travel appropriation and credit the pay
appropriation.

c. \Wen providing the appropriation data on the travel clainfvoucher,
use type code 2D for the total amount the Marine is entitled, and type code
21 for the anount applied to the indebtedness. For exanple, if a Marine was
paid a partial separation travel paynment of $500, his total travel
entitlenent was $750, but he had been overpaid $175 upon separation, the
appropriation data would be entered as foll ows:

APPRO SUBH OBCL BCN SA AAA TTC PAA COST CODE  AMOUNT

1711105. 2754 0021 45690/ 0 000027 1K 000000000000074100 $500.00-partial pmnt
1711105. 2754 0021 45690/ 0 000027 2D 000000000000074125 $750.00-total entl
1711105. 2754 1010 67017/0 067017 21 009203000000000000 $175.00-overpd at sep

d. If an anount renmi ns payable to the Marine after offsetting an
i ndebt edness, prepare the travel clain voucher as a di sbursenent voucher,
assign a DOV nunber to the claim and pay the Marine the remai nder due.

e. |If the anpbunt overpaid at separation was equal to or exceeded the
amount due for the separation travel, prepare the travel/clai mvoucher as a
"none’ di sbursenent voucher, and assign a DOV nunber to the claim

f. Docunment Distribution. Forward the original of the travel clainf
voucher, the NAVMC 11060, etc., with the finance officer’s financial returns.

3. Marine Not Indebted. |If no indebtedness exists, prepare the DD Form
1351-2 as a di sbursenment voucher, assign a DOV nunber to the claim and pay
the Marine the anmpbunt due for separation travel.

>50323. MARI NE OVERPAI D FOR SEPARATI ON TRAVEL- - RECOUPMENT ACTI ON. The
Marine’s MVWA will remain in JUWS until the January end-of-nmonth U&SE
(approximately 5 February) the year after the Marine separates, if (1) the
Mari ne has been separated for at |least 4 nonths, and (2) at |east 90 days
have el apsed since the |ast transacti on processed agai nst the record.

Mari nes separated in the previous cal endar year will continue to be dropped
fromthe MWA each end-of-nonth U& if this criteria is net. The follow ng
provi des the procedures on how to recoup an unearned portion of the
separation travel advance/partial settlenent when the final settlenment of a
Marine's separation travel claimresults in an indebtedness:

1. Suspense File in Custody of Finance Ofice

a. |If the Marine submits the separation travel claimbefore the
suspense file is forwarded to the DFAS-KC (EYCT), use the VIS to deternine
if a Marine's record is still in JUVMPS/ MVB.

b. If it is, check the Marine' s pay account using the appropriate
di sbursing diary statenent. Include a history statenent |isting the DOV
nunber and the date of the supporting docunentation. (If it is not, the
suspense file should have been forwarded to the DFAS. Those instructions
are provided in subparagraph 2, bel ow.)

c. Process the original DD Form 1351-2 with the finance officer’s
financial returns.

2. Suspense File in Custody of DFAS-KC (EYCT). EYCT will coordinate with
DFAS- KC (EYCT) to collect the unearned anpbunts paid to Marines on separation
travel advances/partial paynents.
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CHAPTERS
RESERVE COVPONENTS

SECTI ON 1: TRAVEL/ TRANSPORTATI ON ALLOWANCES

60101. ENTI TLEMENT. Reserve menbers called (or ordered) to or rel eased
fromactive duty are entitled to the travel and transportation all owances
prescribed in the JFTR, volune 1, chapter 7, part G This includes active
duty for training, with or without pay, finder orders providing for return
to home or place fromwhich called upon conpletion of such duty.

1. Active Duty Training. See the JFTR, paragraph U7150.

2. Inactive Duty Training. Defined in MCO P1001R 1. See the JFTR,
par agr aph U7150.

60102. LODGA NG PLUS PER DIEM  Normal tenporary duty allowances will be paid
under | odging plus per diem See JFTR, paragraph U4125. Conditions
warranting actual expense allowances require special approval. See JFTR

par agraph U4215.

60103. GROUP TRAVEL

1. Transportation Allowance. A Marine reservist perfornmng group travel is
not entitled to ml|eage or nonetary allowances in |ieu of transportation.
CGover nment conveyance and transportation requests will be furnished.

2. Lodging Plus Per Diem Al |l owances. Marine reservists perform ng travel
under group travel orders are not entitled to any per diem all owances under
the | odgi ngs plus per diem system unless subsistence or quarters is not
furnished. |f subsistence and quarters are not furnished, |odgings plus per
di em then becones payable following the instructions in the JFTR, paragraph
U4125.

3. Individual Travel Under Group Orders. Goup travel orders should not
ordinarily include Marines authorized or permtted to travel separately from
the group. Wen they do, the Marines authorized to travel separately by the
order-issuing authority are entitled to the allowances prescribed in the
JFTR, paragraph W4215.
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CHAPTER 6
RESERVE COVPONENTS

SECTI ON 2: TRAVEL CLAI M5
PART A: PREPARATI ON
60201. FORMS USED
1. To claimsettlement on individual orders, conplete the DD Form 1351-2:
Travel Voucher or Subvoucher.
2. If duty was performed in a high cost area and the Marine el ects paynent

on an actual expense basis, the DD Form 1351-3: Statenment of Actual Expenses
nmust al so be conpleted, in addition to the DD Form 1351-2.

60202. DD FORM 1351. 2 PREPARATI ON PROCEDURES. Use a typewiter or a
bal | point pen with black or blue-black ink to conmplete this form Conplete
it as follows:
1. Heading. Self-explanatory, except as stated bel ow

a. Duty Phone No

(1) For selected Marine Corps reservists, enter the unit
adm ni strative office phone nunber.

(2) For all other reservists, enter the phone nunber (to include the
area code) where they can be reached during normal duty hours.

b. Organization and Station. Only to be conpleted for SMCR nenbers.
I nclude the RUC of the reservist’s SMCR unit.

c. Exanple. The following is an illustration of a conpleted headi ng:
TRAVEL VOUCHER OR SUBVOUCHER r.omplert by frpewnler. ink, or b 'a. FON DO USE OWLY
poiht pem {PAEYS HARD] gy mal wse pencrl)
READ PalyvACY ACT ITaTEMENT O REVERTE PRIOR PO COMPLETING THIS F il B VEMICHER ND
LAST N ME FIRST MAME MIDOLE RITISL (Fank Fype) GradeRark 53N .
DAILEY, Roger ). Maj. 001 46 20 A1 SIYOUCHER Y
rcm: X MAILNG SDDALSS i ude TIP Cooeh DUT ¥ BHOME MO .
2192 Ward Rd, Belvon, MO G012 *** L8LG1123-4567 D B
ORAGANEATION AN STETIGN (RUE: 14]5“
HQUCO, 24 th Mar, 1100 E. Brush Creek Blvd, KCMO 4130 *e *

THAVEL GROEUL [Pardgraph 5. 0 Ao, Maweg Mg, Cote) irclude aftenoing org'ers|

Dig, MCHEC e MCRSC-3-JL-ab 1050/ of 20 Sep B1

FRAOR TRAVEL PaYRIENTS IR &LwvAMCE UNCER TRESE QROECRS rd Mown . OO Fawvcher & . daoe
Recrrved, Flace paid o DO Stahion e 1f sore, 10 waded

WONE or $100, DOV 1483 5 Oet Bl MUKFC, K50, MO

* - Do not emmplete theae hlncka,
* To be completad by Standhy Reservists.
*  -Tohecompleted by 8MC and TR Regervists.
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2. Remainder of the Form Conplete as explained in paragraph 80311.
PART B: SUBM SSI ON

60211. SUBSTANTIATION. dCainms for travel allowances for active duty
perfornmed nust be supported by

1. The original and three copies of the DD Form 1351-2: Travel Voucher or
Subvoucher, along with

2. The original and three copies of the DD Form 1351-3: Statenent of Actual
Expenses (if applicable),

3. The original and three copies of the individual orders, and

4. The necessary receipts.

>60212. SMCR CLAIMS. dains should be submitted to the Marine's active
duty site, if a Marine Corps finance office is available. |[If they are not,
the travel clainms will need to be forwarded to the MCSA (RMC- FDD), Kansas
City, MO 64191-0001.

1. Supplenental d ains

a. Thirty Days or Less Active Duty. A Marine reservist who performed 30
days or |ess continuous active duty should forward suppl enental clains to the
finance officer who originally settled the claim

b. [IADT for 31 or More Continuous Active Duty Days. A Marine reservist
on active duty for 31 or nore continuous days should forward suppl enent al
travel clains to the DFAS-KC (EYCT).

2. Clains for Deceased Reservists. Travel clains for nonies due a deceased
reservi st should be submtted to the DFAS-KC (EYCT).

>60213. |IMA, IRR AND MIU CLAIMS. O ders should include a statement
instructing |MA, IRR, and MIU reservists to submt their claimto the Mrine
Cor ps Reserve Support Center (MCRSC) (PMD-1D), 10950 EI Monte, Overland Park,
KS 66211- 1408.

1. Upon receipt of the claim MCRSC will take the follow ng actions:

a. Report the conpleted active duty unit diary statement, and account
for the rations the reservist is entitled to, in accordance with the RESPR M

b. Stanp the claimto indicate that conpleted active duty has been
reported.

c. Keep one copy of the original.

d. Deliver the clains to the MCSA (RMC-FDD). It is preferrable that the
clains be delivered on a daily basis, but they must be delivered at | east
weekl y.

e. Upon receipt fromthe the MCSA (RMC-FDD) of a reservist’'s check,
mai | the check to the reservist at the address indicated on the voucher if
the reservist is due noney.

6- 6
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2. The MCSA (RMC-FDD) will take the follow ng actions:
a. Determne the travel allowances the reservist is entitled to.

b. Prepare a check and forward it to the MCRSC (PVD-1D). Include the
claim the original orders, endorsenents, and voucher

c. Forward the claimto DFAS-KC (JV) if the reservist has been overpaid.
3. The DFAS-KC (JV) will collect money fromreservists who were overpaid on
their travel advance.
PART C. SETTLEMENT
60221. CLAI M5 CONTROL. See paragraph 80401

60222. DOUBTFUL CLAI MS. See chapter 2, section 5.

60223. FALSE. FICTITIOUS. OR FRAUDULENT TRAVEL CLAIMS. See chapter 2,
section 6.

60224. RECONCI LI ATI ON SETTLEMENT OF TRAVEL ADVANCES. See chapter 8,
section 4. Wen a claimresults in an overpaid status, the finance officer
at the reservist’'s active duty site will liquidate the claimas foll ows:

1. Process a cash renittance the sane way a claimfor a regular Marine would

be processed.

2. Prepare a PAA checkage if the noney is not collected by cash remttance.
a. The PAA should contain the information shown in figure 6-2-1. The

nunmber and the date of the voucher on which the advance was nade shoul d be

i ncl uded.

b. Forward the original and two copies of the PAA to the DFAS-KC (JV).
Do not attach the travel vouchers to the PAA

c. The travel vouchers are considered as "NONE" vouchers. Process them

t hrough the finance officer’s accounts.
6-7
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PAY ADJUS'-FMENT AUTHORIZATION

NOTE:

Currently mamtaining the member's pay record.

if memier has been transferr=d, forward this authorizatian o the officer

MEMBER  {Last Nama) {Firsy) {Middia} FILE/SERVICE NO. | GRACERANKRATE | BRANCH OF SERVICE OaTE
RESERVIST L M, 225000000 Maj USMCR 910810
PAY GRADENG. | LAST PAY RECGRD EXAMINED (it applicagle). | aMoumet APPAQPRIATION DaTa 17*1108.2731 G21 1363140
$266.30 000027 1K 900225000000 CR
FROM NAME OF ACCOUNTABLE D.0.
) ) E PAID
Finance Officer
Marine Corps Base SYMBCOL NO. G.4.0. EXCEPTION CODE
Camp Pandlaton, CA 52055-5000 9988 N/A
_ YOU ARE HERERY AUTHORIZED TO
[ Defense Finence and Accounting Service - Kansas City Center 1 B CHARGE [ CREDIT
70 CodedE THE MILITARY PAY RECORO OF THE
. Kansas City, MO 64197-0001 J MEMBER LISTED A80VE
EXFLANATION AMD/0R REASON FOR £ 21USTMENT
Reference Advance Payment DOV #F5772 dtd 510727 DSSN 5239
ADVPERGIEM, ACDUTRA PRD 29 JULY - 10 AUG 1981 $219.50
$441.56
§661.08
CORRECT ENTITLEMENT: PER DIEM, SAME PRD $369.00
REI&I{TBURSABLE EXPENSES Nggl’?s
) TOTAL PBB 19476
DUEU.S. $266.30

REFERENCE SETTLEMENT VOUCHER DOV #7922 DTD 916810 DSSN 6187

The above adjustment is based on a tharough exarmaation of all availatle records, If the Bisburang Otficer has knowledge that 3 previous adjustment has been
made of why the adjustment should not be made for the same tem, this authorization shouid be returned with a bris? statement of the rewson for failure to maxe the

adjustrrent,

FROM

CERTIFYING OFFICER (name, raniigrade. and signature)
I PAID, CAPT BY:

Y

| CERTIFY that the adjustment indicated above has been entered on the above-named members's Military Pay Record.

C

Financa Officer
MCB

‘Camp Pendleton, CA 92035

L

{if adjustment has not heen entered, give explanation on reverse over .0 'ssignature and symbol number.)

TYPED KAME AND GRADE OF 0.0

1

D.0. SYMAQL NG, CATE

j SIGNATURE

Foam 139 (5PT) 'REPLACES DD FORM 113, 1 OCT 49 DI FORM 13, 1 JAN 49, NAV. 5. AND A. FORMS 540, 341, ANG 542
HAVME 698050 AND NAVME 819-50 ALL OF WHICH MAY 8E USED UNTIL STOCKS ARE EXHAUSTED.

T May %3
SN 0101-8002800

Form approved by
Comp Gen,, LS.
B 23,7951

Figure 6-2-1.--Overpaid Travel Allowance.
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CHAPTER 7
SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 1: RELATED TO DUTY
70101. MARI NE CORPS APPLI CANTS
1. References. JFTR, volunme 1, chapter 7, part B; and Marine Corps

directives in the 1100 seri es.

2. \Who's Included. Individuals who are considered applicants are listed in
the JFTR, paragraph U7025. |In addition, those personne

a. applying for reenlistnent;
b. enrolling in prograns |eading to a comni ssioned grade, or

c. who are reservists in an inactive status entering the Regular Marine
Corps are considered applicants.

3. Cains. Prepare a DD Form 1351: Travel Voucher or a DD Form 1351-2:

Travel Voucher or Subvoucher, followi ng the instructions in chapter 8, to
pay an applicant travel and transportation all owances.

70102. RECRUI TERS. See the JFTR, volume 1, chapter 7, part C, the DODPM
par agraph 40701; and MCO P1100. 71

70103. COURI ERS OF CLASSI FI ED DOCUMENTS OR PROPERTY

1. Reference. JFTR volune 1, chapter 7, part D
2. Accommpdations. Specific types of accommodations may be furnished when
a. required for security reasons, or
b. authorized by the CMC
3. Action. Prepare an SF 1169: U.S. Governnment Transportation Request
(GTR). (MCO P4600.7 has instructions on howto prepare a GIR) Include the

foll owi ng statement on the back of the GIR

First-class authorized by order nunber , dated
i ssued by

70104. FLI GHT REQUI REMENTS. Per diemis not payable when a Marine travels
fromthe permanent duty station in order to neet proficiency flight
requi renents, unless the Marine has been directed to do so.
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1. \When a Marine is directed to travel to another duty station (i.e., issued
orders) for this purpose, per diemis payable fromthe tine the Marine
departs the pernmanent duty station or home, whichever is later, until the
Marine returns, except during periods of |leave, field duty, etc.

2. If a Marine is voluntarily authorized to travel to another duty station
for this purpose, there is no entitlenment to per diemand travel allowances.

3. Wen the Marine is able to neet proficiency flight requirenents at the
per manent duty station, per diemand travel allowances will not be paid.

70105. FMCR/ RETI RED MARI NES CALLED OR ORDERED TO ACTI VE DUTY

1. Reference. JFTR volune 1, chapter 7, part C

2. Action. Prepare a DD Form 1351: Travel Voucher to pay a reservist/
retired Marine travel and transportation all owances.

70106. MARI NES PERFORM NG DUTY W TH OTHER AGENCI ES OR DEPARTMENTS. The
department or agency to which a Marine is assigned will pay the Marine's
travel clains. A Marine traveling for a civilian agency is entitled to
travel and transportation all owances as though traveling for the Marine Corps.

70107. TRANSFER FOR HUMANI TARI AN REASONS. If a Marine is granted orders for
humani tari an reasons, under the provisions of MCO P1000.6, that Marine is
entitled to the following travel and transportation all owances:

1. PCS Oders. Al travel allowances due a Marine on a PCS nove.

2. TAD Oders. No per diemand travel all owances.
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CHAPTER 7
SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 2: RELATED TO LEAVE

70201. EMERGENCY LEAVE. See the JFTR, paragraph U7205.

70202. CONVALESCENT LEAVE. See paragraph 70303 of this Mnual

70203. APPELLATE LEAVE

1. Reference. JFTR, paragraphs U7506 and U5222

2. Action
a. Placed on Appellate Leave. See chapter 5 for category Il separatees.
b. Recalled. See the referenced paragraphs.
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CHAPTER 7

SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 3: MEDI CAL REASONS
70301. TDRL REQUI RED TO UNDERGO PERI CDI C PHYSI CAL EXAM

1. Reference. JFTR, paragraph U7251.
2. Action. The Marine will take the follow ng actions:

a. Prepare a DD Form 1351-2: Travel Voucher or Subvoucher follow ng the
instructions in chapter section 3, part B.

> b. Subnmit the voucher to the DFAS-KC (EYCT), Kansas City, MO 64197-0001
to clai mrei nbursenent.

70302. TRANSFER OF PATI ENTS

1. Reference. JFTR, paragraph U7252.
2. Action

a. Prepare a SF 1169: U.S. Governnment Transportati on Request (GIR).
(See MCO P4600.7 for instructions on howto conplete it.)

(1) Special Accommopdations. |If the patient and attendant wll use
speci al accommodati ons explain why on the reverse of the GTR  (If the
responsi bl e nmedi cal corner has determ ned that specific accommodati ons are
needed (e.g., first class), a statenent stating such nust be included on the
travel orders. See the JFTR, paragraph U3125.)

(2) When Acconmopdations Are Cccupied Jointly by Personnel in
Di fferent Service Branches

(a) Issue only one GIR

(b) List all of the appropriations involved, show ng the nunber
of persons involved in each one.

b. Advance Paynents. Mke advances as explained in chapter 8, section
2. Prepare a DD Form 1351: Travel Voucher, as foll ows:

(1) Section |I: PAYMENT FOR  Enter "ADV PAYMENT TO ATTENDANT, " then
check bl ock 9.

(2) Section Il: |IND VIDUAL PAYMENT

(a) If the Attendant Is a Marine. Enter information about the
patient.

7-9
Ch 1



MCTI M

(b) If the Attendant Is Not a Marine. Enter the attendant’s nane
in block 1, | eave blocks 2 and 3 bl ank, then enter the attendant’s address
in block 4.

(3) Section V: REMARKS. Explain the paynment as foll ows:
(a) If the Attendant is a Marine

Travel advance issued to (name of attendant, grade or rank,
soci al security nunber) for travel from (origin) to
(destination) of above-naned patient, who is not able to
travel w thout an attendant.

(b) If the Attendant Is Not a Marine

Thi s paynment covers the travel of attendant to (patient’s
nane, grade or rank), a military nenber, from(origin) to
(destination). This ambunt was conputed as follows: (show
basis for paynent).

(4) Conplete section VI: ACCOUNTI NG CLASSI FI CATI ON.
(5) Have the attendant sign for the advance.
c. Endorse the attendant’s and the patient’s orders.

d. Instruct the attendant to keep all receipts for their own and the
patient’s expenses. These will be used to support the claim

e. Settlement. Settle the travel claimin the attendant’s name on an
actual expense basis. Wen the patient and the attendant arrive at their
destination, take the follow ng actions:

(1) Liquidate the advance.
(2) Endorse both the patient’s and the attendant’s orders.

(3) Settle the travel claimin the name of the attendant on an actual
expense basis. It nust be supported by receipts.

(4) Pay the Marine any additional allowances due when the Marine is
physical ly capabl e of presenting a claim

70303. CONVALESCENT LEAVE. A Marine recovering froman illness or injury
suffered while entitled to hostile fire pay is entitled to transportation
expenses fromthe place of nedical treatnent to the place of |eave and return
to the designated nedical facility. |[|f the Marine requests transportation to
sonmewhere other than (1) where the Marine's imediate fanmily is |located, (2)
within the United States, or (3) Puerto Rico or the Virgin Islands, the
Commander, Naval Medical Command, or the commandi ng officer of the naval
facility that authorized the conval escent | eave nust approve it.
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1. Substantiation. Oders indicating the approved travel destination and
t he appropriation chargeable. The original orders should indicate whether
Government transportation is avail abl e between any travel points.
2. Advance Paynents. Follow the instructions in chapter 8, section 2.
3. Cainms. The Marine should prepare a DD Form 1351-2: Travel Voucher or
Subvoucher, followi ng the instructions in chapter 8, section 3, to claim

al  owances and submit it to a Marine or naval disbursing activity.
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CHAPTER 7

SPECI AL Cl RCUMSTANCES AND CATEGORI ES
SECTION 4: PRI SONERS; DI SHONORABLE DI SCHARCGES; AND ABSENTEES,
STRAGGLERS, AND MARI NES W THOUT FUNDS

70401. PRI SONERS AND GUARDS

1. Reference. JFTR, paragraph U7451

2. Action. Prepare a SF 1169: U. S. Government Transportation Request (GIR).
(See MCO P4600 7 for instructions on howto conplete it.)

NOTE: |If commercial transportation is being used by nenbers of nore
than one branch of the Service, use just on GIR Include the

|
|
appropriations chargeable, as shown on the travel order. Indicate the
nunber of personnel involved in each.

|

70402. PAROLED PRI SONERS. See the JFTR, paragraphs Ur451, U7502, U7503, and
U7505. Additionally, see chapter 5 for category |l separatees.

70403. DI SCHARGED UNDER OTHER THAN HONORABLE CONDI TI ONS. See the JFTR
volume 1, chapter 7, part P. Additionally, see chapters for category I
separ at ees.

70404. RETURN TRAVEL OF ABSENTEES, STRAGGLERS, AND MARI NES W THOUT
FUNDS

1. Reference. JFTR, volune 1, chapter 7, part N

2. Action

a. Prior Oders Issued/GTR' S, M| eage Al |l owances, Meal Tickets Not
| ssued.

(1) If the Marine had previously been issued orders but had not been
i ssued a GIR or neal tickets or been paid a mleage allowance, do not check
the Marine's MVPA

(2) Make sure the TR/ neal ticket issuing officer has endorsed the
Marine's original orders, as required by MCO P4600. 7.

(3) When settling the Marine's travel claim account for the cost of
the GIR and neal tickets.
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b. Oher Crcunstances. |f the Marine

(1) had previously been issued GTIR s or neal tickets or had been
paid nil eage all owances;

(2) is a deserter (even if prior orders had been issued); or
(3) had not been issued prior orders,

transportati on and/or neal tickets nay be issued to allow the Marine to
return to the appointed place of duty.

| NOTE: A Marine without funds traveling under funded energency | eave |
| orders may be furnished transportation and/or nmeal tickets froma |
| location in CONUS to the MAC port of enbarkation. The Marine’'s MWPA |
| will be checked for this leg of travel. Take the follow ng action: |
| |

Take the followi ng action:

(1) Prepare a SF 1169: U. S. Governnent Transportation Request (GIR).
(See MCO P4600.7 for instructions on howto conplete it.) |In the fiscal
data space (just below the appropriation data), enter "Checkage Requested"
and the cost of the transportation.

| NOTE: See MCO P4600.7 to find out when to issue a MAC transportation |
| aut horization (MIA) on a checkage basis. |

(2) Prepare a DD Form 139: Pay Adjustnent Authorization to authorize
checking the Marine’s MWA. Include the follow ng information:

(a) The cost of the transportation.

(b) The nunber and date of the GIR i ssued.

(c) The origin and destination of the transportation.

(d) The nunber, date, and value of the neal tickets issued.

(e) The anmpbunt of cash advanced for subsistence and transfers.
(Refer to the public voucher nunber on which the paynment was nade.)

(f) The appropriation to be credited: MPMC

(g) The Marine’s RUC in the EXPLANATI O REASON FOR ADJUSTNMENT
bl ock.

(h) The Marine’s SSN in the FILE/ SERVICE NO bl ock.
> (3) Forward the original and two copies of the PAA to the DFAS. KC
(JE), Kansas City, MO 64197 0001. (A copy will be returned to acknow edge

receipt.)

(4) Forward one copy of the PAA, the OIR and the travel endorsenent
to the Conmandi ng General (Code 470), MCLB, Al bany, GA 31704.
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3. Oher Service Menbers. |If a nenber of another uniforned service reports,
surrenders, or is apprehended and delivered to a Marine Corps post or
station, and is not able to purchase transportation, furnish the necessary
transportation and neal tickets so that the nmenmber nay travel to the

per manent station or such other place, as directed by conmpetent authority.
(See MCO P4600.7.)

70405. LOSS OF TICKET EN ROUTE

1. Travel Ticket Loss. Wen a Marine's travel ticket is |ost,
transportation will be furnished over the same route on which the Marine was
traveling, when the route can be deternined.

2. Meal Tickets. Meal tickets for subsistence can be furnished to the
Mari ne when required.

3. Checkage Procedure. The issuing agent will initiate a checkage agai nst
the Marine’s MWA for travel expenses furnished, in the nanner outlined in
par agr aph 70404. 2b.

4. Refund Cains. A Marine may subnmit a claimrequesting a refund for any
charges against the MWA for transportation furnished. Cdains will be
forwarded through the administrative office to the Commandi ng Gener al

(Code 472), Marine Corps Logistics Base, Al bany, GA 31704-5000. However, if
the ticket was issued at a command with a Commercial Travel Ofice (CTO
(SATO' travel agency) operating under single/blanket GIR procedures, the
claimwill be forwarded to the traffic nmanagenent officer at the issuing
conmand. The total ampount of the claimw |l not exceed the anpunt charged by
the carrier on the original GIRticket.
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CHAPTER
SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 5: W TNESSES

PART A: | NDI VI DUALS SUMVONED AS W TNESSES

70501. CASE | NVOLVI NG A MEMBER CF THE UNI FORMED SERVI CE

1. Pay travel and/or transportation allowances of a nenber of the uniforned
servi ce summoned as a witness upon the request of the Marine Corps on a DD
Form 1351: Travel Voucher or a DD Form 1351-2: Travel Voucher or Subvoucher
Charge the paynments to the appropriation financing the convening authority.

2. \Wen requested by another branch of the uniformed services, clains wll
be prepared and paynents made on a DD Form 1351 or a DD Form 1351-2. The
paynments will be charged to the appropriation financing the activity to

whi ch the menber is attached. A NAVCOWPT Form 2277: Voucher for Di sbursenent
and/ or Collection will be prepared and forwarded to the service concerned for
r ef und.

70502. CASE NOT | NVOLVI NG A MEMBER OF THE UNI FORMED SERVI CE

1. Wtnesses Serving on Behalf of the United States. Rei nbursenent for
travel and/or transportation allowances and per diemw |l be nmade as
prescribed by the Attorney General. Paynments will be charged to the
appropriation financing the activity to which the individual is attached. A
NAVCOVPT Form 2277 reflecting credit to the charged appropriation will be
prepared and forwarded to the Departnent of Justice for refund.

2. Oher Cases

a. Requested to Appear as a Wtness. Wen a Marine on active duty is
requested to appear as a witness for a State governnent. Governnent of a
United States territory or possession, or the District of Colunmbia in the
prosecution of crines directly related to the uniforned services or to
nmenbers of the uniformed services, and in which the uniformed services take
a particularly strong interest, travel and transportation allowances
prescribed in the JFTR, paragraph U061, are payable fromthe funds of the
appropriate branch of the unifornmed services. |n each case, conpetent
authority must determ ne whether the travel will be perforned because of the
needs of the Service.

b. Subpoenaed as a Wtness. Wen a Marine on active duty is subpoenaed
to appear as a witness for a conmittee of Congress, a private individual, or
a corporation, the witness shall not receive any allowances for travel and
transportation fromthe Service in which the Marine is serving. Arrangenents
for paynent of the travel and subsistence expenses of the witness should be
made i n advance between the witness and the individual or agency desiring the
Marine’ s testinony.
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PART B: | SSUE OF TRANSPORTATI ON REQUESTS TO W TNESSES

70511. CASE | NVOLVI NG THE UNI FORMED SERVI CES

1. Transportation requests issued by the Marine Corps are chargeable to the
appropriation financing the convening authority.

2. \Wen requested by another uniforned service, the transportation request
will be charged to the appropriation shown in the travel orders.
Transportation requests citing appropriation of another service/agency will
cite the name and address of the appropriate agency di sbursing office.

70512. CASE NOT | NVOLVI NG THE UNI FORMED SERVI CES. A Marine serving as a

wi tness for the Government in a case not involving the uniforned services
will receive travel or transportation allowances and per diem

Transportation requests issued nust be annotated to be charged to the
Department of Justice. The appropriation financing the activity to which the
Marine is attached will be charged.

70513. CI VI LI AN W TNESSES

1. Ceneral. Information as to rates, conputations, authorized certifying
officers, and tinme and place of paynent is contained in the Manual of the
Judge Advocate General, section 0138.

2. Cainms. A SF 1157: Fees and M| eage of Wtnesses will be prepared, as
directed by the NavConpt Manual, paragraph 046278-2, and a copy of the order
appointing the court-martial, court of inquiry, or investigation, wll be
prepared for reinbursenent of travel and transportation expenses.

70514. CASES NOT | NVOLVI NG THE GOVERNMENT OP THE UNI TED STATES
Transportation requests cannot be furnished to Marines in any case not

i nvol ving the Government. A Marine subpoenaed to appear as a witness will
arrange in advance with the individual or agency requiring testinony for
travel and transportation expenses.
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CHAPTER 7

SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 6: M SCELLANEOUS

70601. DECEASED MARI NES, DECEASED DEPENDENTS, AND THEI R ESCORTS

1. Reference. MCO P3040.4 and BUMEDI NST 5360. 1 (Decedent Affairs Mnual).
2. Action

a. Prepare a SF 1169: U.S. Government Transportati on Request (GIR) to
transport human renmi ns by comercial air. (MCO P4600. 14 has information
about issuing and preparing transportation requests on behal f of deceased
i ndividuals.) Do not use a Governnment bill of lading in this instance

b. Prepare a separate GIR for the escort’s transportation. (Escorts are
entitled to the same transportation and subsi stence expenses authorized for
mlitary and civilian travel.)

70602. ESCORTS OR ATTENDANTS FOR DEPENDENTS OF MARI NES. See the JFTR
volume 1 chapter 7, part Q

70603. TRAVEL EXPENSES NOT PAYABLE. A Marine will not be paid travel
al | owances when

1. traveling under perm ssive orders,

2. participating in public cerenonies or denonstrations, if the sponsoring
agenci es pay the expense,

3. traveling under orders which do not involve public business, or

4. traveling during periods of authorized | eave. Wen attached to a conmand
out side CONUS, the Marine must arrange for return travel before requesting

| eave. Return transportation by Governnent conveyance cannot be guarant eed
at leave's end, and comercial transportation will not be paid by the

Gover nment .
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CHAPTER 7

SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON 7: FOREI GN TRAI NEES

70701. CGENERAL. Foreign trainees receive training under various prograns,
whi ch are expl ained i n OPNAVI NST 4950.1. The prograns nost frequently used
are:

1. Foreign Mlitary Sales (FMS). Foreign nmilitary sales to eligible
friendly nations, authorized under the Arms Expert Control Act, provides
USNUSMC training at no cost to the United States. The purchasing country is
responsi ble for all transportation and travel costs for Foreign Mlitary
Sales (FMS) Foreign Mlitary Trai nees (FMI' s).

2. International MItiary Education and Training (IMET). |MET, a grant-type
assi stance program provides training for eligible foreign countries using
U S. appropriated funds.

70702. TRANSPORTATI ON COSTS

1. Round trip travel between CONUS and the recipient | MET country is funded
by | MET, except for those I MET countries that have agreed to fund their own
transportation.

2. Wthin CONUS transportation is funded by I MET for those I MET countries
that have not agreed to defray within CONUS transportation expenses.

3. Transportation is funded from | MET for those | MET countries participating
in third country training, which is training provided under U S. supervision
outside the United States in a country other than the recipient country.

4. Transportation costs for an | MET student returning honme on a regular or
energency |leave are the responsibility of either the FMI or the FMI's
Governnment if the FMI is to return to CONUS to resume training.

5. I MET funds nay not be used to provide transportation for dependents of
FMI's. If the FMI elects to bring dependents, the FMI may be all owed the
cost of transportation to which the FMI is entitled as prescribed on U S.
flag transportation. Upon arrival at destination, the FMI's transportation
costs will be reinbursed per this section

6. Al transportation expenses incurred by FM5S FMI"s will be borne by either
the FMI or the FMI's country. The U S. Governnment is not permtted to
subsi di ze an FM5 country in any nanner

70703. TRANSPORTATI ON AND ACCOMMODATI ONS. Transportati on and acconmpdati ons
will be provided for | MET trainees per NAVM LPERSCOM NST 4650. 2 and ot her
regul ati ons which prescribe transportation policy for US. nilitary
personnel, with the follow ng additional provisions:
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1. Transoceanic

a. Wwen U S. CGovernnent transportation is not available, conmercial air
travel, tourist/econony class, shall be used when it will enable the FMI to
neet class convening dates. 1In these cases, U S. Government transportation
for return travel to the hone country shall be used to the full est possible
extent.

b. In all cases where the U.S. Government is paying overseas
transportation, a U. S. flag carrier must be used when avail abl e.

c. FMr's fromthose countries which defray the costs of trainee
transportation are authorized to travel on MAC aircraft. Reinbursenent for
such transportation will be at the U S. Government rate tariff. OPNAVI NST
4630. 25 applies. The billing address will be included on the invitationa
travel orders

2. CONUS Transportation. Transportation within CONUS will be by surface
conmon carrier or conmmercial aircraft. Wen any portion of official trave
is performed at personal expense, reinbursenent will be per the JFTR,

vol ume 1.
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CHAPTER 7

SPECI AL Cl RCUMSTANCES AND CATEGORI ES

SECTI ON & SHORE PATROL DUTY

70801. PERVANENT SHORE PATROL DUTY. Marines assigned shore patrol as a
primary and permanent duty are not entitled to additional allowances for
perform ng such duty. Allowances for quarters and subsistence accrue in the
sanme nmanner for any other pernmanent duty station. However, Marines
perform ng tenporary shore patrol duty in a nontravel status away fromtheir
permanent duty station will be paid additional allowances if they nust
procure neal s and additional quarters.

70802. TEMPORARY SHORE PATROL DUTY

1. Travel Status. Marines ordered to shore patrol duty aboard conmerci al
carriers will be reinbursed for their expenses per the JFTR, paragraph U7105.
Marines serving on shore patrol duty in a travel status, unless aboard
conmercial carriers, will be governed by the regulations and rates
prescribed in the JFTR, volune 1. Instead of issuing neal tickets to
enlisted Marines, travel allowances nay he advanced, per chapter 8,

section 2. Cains will be prepared and paid, as stated in chapter 8,
sections 3 and 4. Amounts clainmed for quarters will be substantiated by a
receipt.

2. Nontravel Status. Marines perfornming tenporary shore patrol duty in the
general area visited by liberty parties fromthe ship or station are not
entitled to per diemallowances normally associated with tenporary duty.
Tenporary shore patrol is considered a separate and di stinct type of
tenmporary duty for which special allowances are prescribed.

a. Meals and Lodging. Wen it is inpractical for Marines perforning
tenporary shore patrol duty to return to their ship or post of duty (or to
report to any facility operated by any of the other uniforned services) for
nmeal s and | odging and they are required to procure additional quarters and
nmeal s at their own expense, they can be reinbursed for actual expenses
i ncurred, not to exceed the ambunt specified in the JFTR, paragraphs U4145
and W4235.

b. Basic A lowance for Quarters. Credits of basic allowance for
qgquarters (and housing all owance when applicable) for Marines with or w thout
dependents, who are receiving such all owances at their permanent duty
station, are not affected during periods while assigned to tenporary shore
patrol duty in a nontravel status.

c. Subsistence Allowance. Enlisted Marines receiving conmuted rations
or basic allowance for subsistence at their post of duty will continue
recei ving such all owances on the days assigned to tenporary shore patrol
duty for the meals they procure while perforning their shore patrol duties.
The shore patrol subsistence allowance will be credited for conmuted rations
or basic allowance for subsistence prorated for fractional days, as specified
in the DODPM paragraph 30135. See MCO P1080. 35
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d. Additional Travel Expenses. Autonobile rental and other nodes of
transportation, including taxicab fares, are not usual itenms of shore patro
expense, except at transient ports or places where, in the opinion of the
senior officer present afloat (SOPA), such expense is necessary to the
ef ficient conduct of shore patrol duty because the area to be patrolled is
| arge and the places frequented by liberty parties are widely separated. In
addition to the foregoing authorization, autonobiles may be hired in cases of
energency. In such cases, Marines will submt a full report of the
circunmstances to the SOPA, via their commandi ng officer who, if satisfied as
to the necessity of the hire of the vehicle, will direct that the expenditure
be al | owed.

70803. ADVANCE PAYMENT OF SHORE PATROL ALLOWANCES. Marines ordered to shore
patrol duty will be advanced funds per chapter 8, section 2, and as

prescri bed herein. The anount advanced will be based on the estimted

nunber of days that duty is to be performed. A maxi mum of 30 days all owance
may be advanced at one tinme, but such advance can not exceed the all owances
aut horized for the period specified in the orders.

1. daimFormUsed. A shore patrol advance will be paid when the origina
and two copies of the shore patrol orders are presented to the | oca

di sbursing officer. An advance for an individual Marine will be paid on a
NAVCOWPT Form 2277: Voucher for Disbursenment and/or Collection. Advances for
several Marines nmay be paid on a single NAVCOWT Form 2277, supported by DD
Form 1351-6: Multiple Travel Paynents List. 1In the case of enlisted Marines,
t he amount advanced for subsistence (neals) will be entered on the NAVCOWT
Form 2277 separately fromthe anmount advanced for |odgi ng and shown as
separate line entries in the ACCOUNTI NG CLASSI FI CATI ON bl ock. Wen a DD Form
1351-6 is used, the anpbunt advanced for subsistence (neals) will be
identified by "S" and the ampunt advanced for |lodging will be identified by
"L." Figures 7-8-1 and 7-8-2 refer.

2. Appropriation Chargeable. Shore patrol advances (including anounts
advanced to enlisted Marines for subsistence) will be charged to the
appl i cabl e appropriation(s) contained in paragraph 70804. Transaction-type
code "1K" will be used.

3. Record of Travel Paynent. 1In the case of an enlisted Marine, the
di sbursing officer recording the travel paynent will distribute the docunents
requi red by paragraph 70803.5

4. Endorsenent on Orders. The original and one copy of the Marine's orders
will be endorsed to reflect:

Disbursing Oflice Date
Paid 5PA § Subal  § (edging)
Total § DOV__ SV M

Signatura al N0, Deputy, or Agent Cashier
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5. Distribution of Docunents. The original orders, a copy of the NAVCOWT
Form 2277, and the DD Form 1351-6, if applicable, will be returned to the
Marine after endorsenent and paynent has been nmade. The disbursing officer
will retain the original NAVCOWT Form 2277 and DD Form 1351-6, if used, to
file with a copy of the supporting orders to be forwarded with the di sbursing
officer’s financial returns. Additionally, a copy of the NAVCOWPT Form 2277
and DD Form 1351-6, if used, will be filed on the left side of the Marine's
PFR.

70804. CHARGEABLE APPROPRI ATI ON. The appropriation chargeable for paynent
of shore patrol allowances to Marines tenporarily assigned to shore patro

duty in a nontravel status will be as shown in the follow ng table:
Pur pose Accounti ng Data
Subsi stence (meal) all owance, 17__*1105. 2702, object class 012
enlisted personnel bureau control number 12691

subal | ot ment 0, authorization
accounting activity 000027, type
code 1K, property accounting
activity 000000, and cost code
(Marine's SSN preceded by three

zZer 0s)
| odgi ng al | owances and ot her 17 _*1106 and the applicable
expenses of enlisted personnel subhead and subsi di ary accounti ng
and officers of stations or data applicable to operation
Fl eet Marine Force Commands and mai nt enance funds held by the

station or the command concer ned

Lodgi ng al | owances and ot her 17 __*1106. 2720 and t he Navy-

Fl eet Marine Force Comuands wi de operating budget prescribed
expenses personnel and in the NavConmpt Manual

of ficers of Marine detachnents par agr aph 023304-8

af | oat

*Show appropriate fiscal year

70805. PREPARATI ON OF SHORE PATRCOL CLAIM

1. Submission of Caim dCains for actual expenses incurred will be
submitted by the Marine on a SF 1164: C aimfor Reinbursenment for
Expenditures on Oficial Business. The claimw |l be approved by the

conmmandi ng of ficer or such other approving official as the comander may
desi gnat e.

2. Substantiation

a. Oders. The original and two copies of orders issued by conpetent
aut hority must be properly endorsed upon conpletion of shore patrol duty
bef ore expenses are paid. The appropriate authority for execution of the
endorsenents is the senior shore patrol officer or other officer under
whose jurisdiction the shore patrol duty was actually performed. The neals
and | odging that the Marine procured while perform ng shore patrol duty will
be noted on the orders in the follow ng format:
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"Dat e

During the performance of shore patrol duty, the Marine was required
to procure 8 breakfasts, 10 dinners, and suppers, and was required to
procure | odgings on 9/8,9/9,9/10,9/11, 9/12,9/15, 9/16,and9/17/8__

Signature and title of appropriate authority”

I f Governnment quarters and nessing facilities were not available to the
Marine during off-duty days and the Marine was actually required to procure
same, the endorsenent will carry a specific statement to that effect.

O herwise, it will be assunmed that on off-duty days, Government quarters and
messing facilities were available to the Marine.

b. Receipts. Neither officers nor enlisted Marines are required to
support the SF 1164 with receipts for neals. However, receipts will be
furni shed by officers and enlisted Marines for |odging, autonobile hire,
and, when practicable, for other m scell aneous expenses, except carfare and
of ficial tel ephone calls.

70806. PAYMENT OF SHORE PATROL CLAI M5

1. Ceneral. Upon conpletion of a period of 30 days of shore patrol duty or
upon conpl etion of shore patrol duty, whichever occurs first, a SF 1164,

Wi th necessary receipts attached, will be prepared. After approval by the
conmmandi ng of ficer or such other approving official as the comander may
designate, the claimand the original and two copies of the orders will be
submitted to the disbursing officer for settlenment. The ampbunt shown on the
SF 1164, not to exceed the computation prescribed in paragraph 70802. 2b

wi || be expended by the disbursing officer designated in the orders. Any
nunber of SF 1164’ s may be consolidated on the sane NAVCOVPT Form 2277:
Voucher for Disbursenent and/or Collection, or SF 1129: Rei nmbursenment Voucher
made payable to "various payees." Wen nore than one SF 1164 is consolidated
on the sane NAVCOWPT Form 2277 or SF 1129, the approving official may sign
each SF 1164 or acconplish a bl anket approval by signing the NAVCOVWT Form
2277 or SF 1129. The original orders will be endorsed to show the inclusive
dates and the anobunt of the expenditure. Odinarily, the original SF 1164
will be submitted by each Marine in the shore patrol party. However, in the
case of enlisted personnel, the submi ssion of the SF 1164 for the entire
party is authorized, provided the following is furnished on the SF 1164 or
on an acconpanyi ng schedul e:

a. Anmpunt clained by each Marine.

b. A certification signed by each Marine that the amunts clained are
correct and just and that payment has not been received.

c. The ampunt of each Marine' s shore patrol advance, if any, to be
i qui dated by deduction fromthe claim

d. The signature of each Marine acknow edging final settlenent.
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Shore patrol allowance clainms will not be paid until each claimis properly
supported with all necessary orders, endorsenents, and receipts. |If any
guestion exists as to the propriety of an anpbunt or an itemclainmed, or if
there is a questionable endorsenment or receipt for |odgi ng expenses, paynent
will be withheld until a satisfactory explanation is received or additiona
evi dence resol ving the question beyond any reasonabl e doubt is obtained.

2. Chargeabl e Appropriation. Refer to paragraph 70804.

3. Lost Oiginal Oders. |If the original orders are |lost, the finance

of ficer, after ascertaining that paynent has not previously been nade, wll
make paynment as prescribed in this section, except for the endorsenent of the
original orders. The finance officer will maintain a record of all paynents
made wi t hout endorsenent of original orders for future reference as a

saf eguard agai nst duplicate paynents.

>4. Transportation or Separation Prior to Liquidation of Advance. Every
effort will be nade to settle clainms and |iquidate advances, if any, prior
to transfer or departure of the Marine. The finance officer at the new duty
station will process clains in instances where Marines are transferred prior
to liquidation of shore patrol advances or final settlenent. Individuals
separated fromthe Marine Corps with outstanding clains will receive a fina
settlenent, if due, processed by the DFAS-KC (EYCT) upon receipt of proper
substanti ati ng docunent ati on.

5. Cancellation of Orders. |f the shore patrol orders are canceled after an
advance is nmade and prior to the Marine incurring entitlenent to the ful
amount of such advance, the finance officer will collect as nuch as possible
from any rei nbursabl e expenses due the Marine. The bal ance of the resulting
overpaynent will be repaid by the Marine by a cash collection or checkage of
pay and al | owances.

6. Endorsenent on Orders. The Marine's original orders will be endorsed to
show the date and anount paid, the voucher nunber, and the activity synbol
nunber. The original orders will be returned to the Marine together with a
copy of the voucher.

70807. LI QUI DATI ON OF SHORE PATROL ADVANCES. Wthin 3 working days of the
term nation or cancellation of the shore patrol orders, clains involving
advances will be submitted for final settlenent.

70808. SETTLEMENT/ RECONCI LI ATI ON OF SHORE PATRCOL ADVANCE

1. Ceneral. Wthin 3 working days of the termnation or cancellation of
the shore patrol orders, claims involving advances will be subnmitted
substanti ated, and expended per paragraph 70805

2. Settlement Reconciliation Procedure. Shore patrol allowances advanced

in connection with shore patrol orders will be settled and/or reconcil ed per
the procedures outlined in chapter 8, section 4 including the use of

transacti on-type code "1K" for travel advance reversals, using a SF1164:

G aimfor Reinmbursenment for Expenditures on Oficial Business instead of a DD
Form 1351-2: Travel Voucher or Subvoucher

3. Preparation of Vouchers. The illustrations contained in figures 7-8-1
t hrough 7-8-3 are furnished to guide finance personnel in settling and
reconciling travel advance cl ai ns.
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4. Record of Travel Advance Paynent. When the shore patrol advance is
reconcil ed, settled, or recouped, the copy of the NAVCOWT Form 2277 and DD
Form 1351-6, if used, previously filed on the left side of the Marine' s PFR
will be renmoved therefrom

70809. DI STRI BUTI ON OF DOCUMENTS

1. Oiginal. If a SF 1164: Caimfor Reinbursement for Expenditures on

O ficial Business was used as the voucher form the original, substantiated
by a copy of the supporting orders and the original receipts, as required,
will be forwarded with the finance officer’'s financial returns. |If the
NAVCOWPT Form 2277: Voucher for Disbursenent and/or Collection or SF 1129:
Rei mbur sement Voucher was used as the voucher form the original,
substantiated by the original SF 1164, a copy of the supporting orders, and
the original of receipts, as required, will be forwarded with the finance
officer’s financial returns.

2. Retained Copy. One copy of the NAVCOWPT Form 2277, SF 1129, or SF 1164;
whi chever was used, with one copy of the applicable claimform (SF 1164 if
voucher form was NAVCOWPT Form 2277 or SF 1129), and one copy of supporting

orders and receipts will be fired with the finance officer’s retained records.

3. Accounting Copies. The accounting copies of the voucher will be
di stributed per the instructions contained in the Navconpt Mnual, volune 4,
chapters, part 4, section IlI.
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY

SECTI ON 1: ORDERS PREPARATI OV COMVANDI NG CFFI CER S
RESPONSI Bl LI TI ES BEFORE TAD TRAVEL COWMENCES

PART A: GENERAL | NFORMATI ON

80101. GENERAL. Tenporary additional duty (TAD) orders direct an individual
to travel fromthe pernmanent duty station to another duty station for school
or tenporary duty and return. These orders are usually issued by the |ocal
commander. Funds are usually set aside for this TAD when the budget is
prepared for the current fiscal year.

80102. TIME LIMTATION. TAD orders are limted to periods of less than
6 nmonths. This restriction does not apply to the foll ow ng:

1. unit deploynents
2. TAD extended due to unforeseen events

3. TAD to nore than one | ocation when the total exceeds 6 nonths

CMC approval mnust be obtained before all owances accruing after the six-nonth
limtation are paid. See JFTR, paragraph U2145

80103. TRAVEL STATUS. Marines are in a travel status in the follow ng
ci rcunst ances:

1. while performng travel away fromtheir pernmanent duty station
2. during all periods of delay en route (unless on |eave)
3. during all periods of TAD TDY.

Travel status on TAD orders commences when the Marine | eaves the hone,
of fice, or permanent duty station (whichever occurs last), and termn nates
when the Marine returns to the home, office, or permanent duty station
(whi chever occurs first). See JFTR, paragraph U2200.

80104. TYPES OF ORDERS. Tenporary additional duty orders include the
fol |l owi ng:

1. Permssive Travel Orders. Wen travel is desirable but its cost is not
justified, a command nmay issue orders authorizing a Marine to travel at no
expense to the Government for travel and/or per diem These orders wll not
require the Marine to conduct official business and nust be accepted
voluntarily. This witten authorization must include the foll ow ng

st at enent :

The above is authorized with the understanding that you will not be
entitled to travel and transportation allowances at Governnment expense

in connection with these travel orders. |[|f you do not desire to accept
this authorization under the above conditions, this authorization is
revoked and the orders will be returned for cancell ation.
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2. Blanket Travel Orders. The CMC issues bl anket orders to Marines who
regularly and frequently rmake trips away fromtheir pernmanent duty station
These trips are usually within the geographic area of their permanent duty
station. These orders will be issued followi ng the guidelines in MCO
5050. 12.

3. Repeat Travel Orders. Repeat travel orders provide authority for issuing
specific or supplenentary directives directing separate round trip journeys
away fromthe permanent duty station. These supplenmentary directives will

be as brief as possible and provide as definite an itinerary as possible.

4. Tenporary Duty Under Instructions. Oders issued for a course of |ess
than 20 weeks constitute a tenporary assi gnnent.

5. Meetings of Technical. Professional, Scientific, and Oher Sinmlar
Organi zati ons, TAD orders nust be issued when the neeting is outside the
area of the Marine's permanent duty station. However, if the neeting is
sponsored by a Federal agency and is within the area of the permanent duty
station, TAD orders are not required if the Marine commutes daily to attend
t he neeti ng.

80105. TRAVEL ADVANCE POLICY. Al personnel in mlitary pay grades E-7 and
above and civilian grades GS-9 and above who are expected to travel at | east
twice a year are frequent travelers. Frequent travelers are expected to use
their governnent contractor-issued charge card to charge all major expenses

(i.e., lodging expenses, rental car) incurred during a TAD trip. See

par agr aph 80202, .

PART B: COWANDI NG OFFI CER' S RESPONSI BI LI TI ES

80111. GUI DELINES. Take the follow ng actions to ensure the proper
adm ni stration of the travel advance program

1. Encourage all personnel in mlitary pay grades E-7 and above and civilian
grades GS-9 and above who are expected to travel at |east twice a year to
apply for the Governnent’s contractor-issued charge card

2. The command that will benefit fromthe TAD will fund the TAD travel.

Bef ore issuing orders to personnel under their respective jurisdiction
ensure that your comand has received an allotnent to pay for these orders.
If not, you nust obtain authorization fromthe requesting office or the CMC
(MVOS), as appropriate.

3. Prepare the Marine’s TAD orders following the instructions in part C,
bel ow.

4. Ensure a traveler performng tenporary duty under an open trave
aut hori zation subnmts a claimat the end of each 30-day period. This
i ncl udes those Marines issued bl anket or repeat travel orders.

5. Ensure all other travelers submit a travel claimw thin 3 working days
of returning fromTAD. Notify the disbursing officer if extenuating
circunstances exist which will prevent the traveler fromsubnitting a claim
inatinely manner. |If none exist and the traveler did not subnit a claim
notify the disbursing officer to check the traveler’s pay account for the
full anpbunt advanced.
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PART C. ORDERS PREPARATI ON FOR TAD TRAVEL

80121. ORDERS PREPARATI ON.  When preparing orders directing tenporary
addi tional duty, include the follow ng infornmation

1. Desi gnate whether the traveler is a 'frequent traveler’ in the Renmarks
bl ock, or other appropriate location. |If the traveler is a ’'frequent
travel er’ but circunstances prevent the use of the charge card, include the
statement ' Charge card cannot he used’ on the orders.

2. Indicate the duration of TAD TDY.

3. Indicate whether use of government quarters is directed. |If so, include
the daily service charge, if known. |[If it is known that BOQ BEQ facilities
do not exist at the TAD/ TDY | ocation, include a nonavailability statenent
(e.g., 'Government quarters not available’) in the orders. This does not
elimnate the requirement for the traveler to obtain a nonavailability
statenment at the TAD site.

4. If the traveler is a 'frequent traveler’, indicate the naxi mum | odgi ng
and M&I E all owance for the locality concerned.

5. If the traveler is a 'nonfrequent traveler’, include the daily cost of
| odgi ng, if known.

6. Authorize a rental car, if necessary. |If the traveler is a ’'nonfrequent’
traveler, indicate the total rental car fee on the travelers orders, if
known.

>7. ltemi ze out-of-pocket m scell aneous expenses (taxis, tolls, parking,
etc.) based on available information, and include this estimte on the
orders.

8. If the traveler nust pay a registration fee at the TAD site, item ze that
fee on the orders. Indicate whether any nmeals or |odging are included with
t he fee.

9. Include the follow ng statenent on all TAD/ TDY orders: Submit conpl eted
travel claimto the servicing disbursing officer within 3 working days after
conpleting this travel

10. Cite the appropriation data for each of the travel and transportation
al l owances the Marine is entitled to on the original and all copies of the
TAD orders.

a. Cite the applicable Operation and Mi ntenance, Mrine Corps (O&WO)
appropriation data, obtained fromthe activity directing the travel, on the
original and all copies of the TAD orders.

b. List the estimated costs for per diem nmiscellaneous expenses, and
transportati on separately. See the NAVCOWPT Manual, vol unme 2.

c. |If travel is funded by a conmand ot her than your own, charge that
activity' s appropriation and BCN for the expense of the travel. Include a
reference to the authorizing docunent. (Send a copy of these orders to the
activity whose appropriation has been charged.)

d. Two Fiscal Years Involved. Cite the O&WC appropriation data for
both fiscal years. For exanple: TAD begi ns 29 Septenber 1989 and ends
3 COctober 1989. Charge 29 and 30 Septenber to fiscal year 1989 and 1 through
3 October to fiscal year 1990.
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11. Direct or authorize specific node of transportation. Before travel by
POC as nore advantageous to the Government may be authorized, it rnust be
agreeable with the traveler. (See JFFR, paragraph U3300.) Wen travel by
POV is for the travel er’s conveni ence, or when travel by conmerci al
transportation is authorized, include the cost of a transportation request.
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY
SECTI ON 2: TRAVEL ADVANCE

PART A: GENERAL | NFORMATI ON

>80201. REQUEST FOR ADVANCE. A Marine may request a travel advance after
receiving orders directing tenporary additional duty. |If the Marine is
assigned to an overseas unit provided pay service by the MCSA (RMC-FDD), the
Marine’s commandi ng of ficer nmay issue a Naval nessage requesting payment

of an advance. A sanple nessage and the required information is provided in
figure 8-2-1.

80202. TRAVEL ADVANCE POLI CY. Effective managenment of travel advances
requires that the advances be held to a mininum that travel vouchers are
submtted within established deadlines; and that travel vouchers are
processed in a tinely manner in order to recover any excess anpunts advanced.
Funds advanced for TAD travel are limted to the m ni num out - of - pocket
expenses that the traveler is expected to incur. Reasonable steps to

m ni mze the cash advance required include the use of contractor-issued
charge cards. At no tinme, however, should a federal enployee have to use
personal funds to pay official travel expenses, unless the enployee has
el ected not to use alternative resources nade avail able by the Government
(i.e., contractor-issued charge cards).

1. The following terns are frequently encountered in the adm nistration of
the Government’s travel advance policy.

a. Frequent Travelers. Personnel in nmlitary pay grades E-7 or above
or civilian grades GS-9 or above who are expected to travel on official TAD
TDY at | east twice a year. Personnel below the stated pay grades who are
required to travel at least twice a year may al so be desi gnated 'frequent
travelers,’” if they accept a contractor charge card.

b. Nonfrequent Travelers. Personnel below the grades stated in
subpar agraph a, above; personnel who are not expected to travel on official
busi ness at least twice a year; and civilian enployees subject to the terns
of a collective bargaining agreenment that conflicts with the limtations on
travel advances. See subparagraph d, bel ow

c. Qut-of-pocket Expenses. Travel expenses which are not usually
charged and nust be paid using cash, personal checks, or travelers checks.
Since frequent travelers are expected to charge |odging, rental cars,
gasol i ne, and ot her autonobile expenses, out-of-pocket expense for a frequent
travel er includes neals, incidental expenses, and m scell aneous expenses for
taxis, tolls, and parking. Registration fees are considered out-of - pocket
expenses for both frequent and nonfrequent travelers.

d. Collective Bargaining Qoligation. This applies only to civilian
enpl oyees occupyi ng positions within exclusively recognized bargaining units.
The provisions of this section nmust be inplemented consistent with the
command’s statutory and contractual |abor relations obligations. Wen any
provision of this section conflicts with a collective bargai ning agreenent,

i mpl enent ati on nust be del ayed for affected enpl oyees (absent consent of the
union) until the expiration of such agreenent. Upon the expiration of that
agreenent, the travel advance policy nust be inplenmented for such enpl oyees
in a manner consistent with the terns of 5 U.S.C. 7114 and 7117. Marine
Cor ps commands shoul d contact the Conmandant of the Marine Corps (MPL) for
gui dance and assi stance on | abor rel ations issues.
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2. Use of CGovernnent |ssued Charge Cards by ’'Frequent Travelers’ in
Connection Wth TAD Trave

a. Governnent contractor-issued charge cards may be withheld from
personnel known to have financial difficulties. However, once a card has
been issued, the 'card holder’ will be responsible for paynent of al
expenses charged.

b. Cash advances to frequent travelers will be linited to the estimted
out - of - pocket expenses (i.e., nmeals and incidental expenses, and
nm scel | aneous expenses for taxis, toils, parking, etc.). Travelers
i ssued the charge cards are expected to charge nmajor travel expenses (i.e.
| odgi ng costs, rental cars) to the contractor issued charge card.

>80203. REQUI RED SUPPORTI NG DOCUMENTS. Oiginal and three copies of the
Marine's orders. |If the Marine is assigned to an overseas unit provided pay
service by the MCSA (RMC-FDD), the Naval nessage supports payment of the
advance. The command nmust retain a copy of the Marine's original orders and
a copy of the nessage request for the advance in their files.

1. Repeat Travel Orders Involved. The original and two copies of the
original orders and the supplenentary directive. |If this is the second or
subsequent claimon these repeat travel orders, only the original and two
conpl ete copies of the supplementary directive are required. The origina
orders shoul d have been nmi ntai ned by your finance office.

2. Additional Advance Wile Perform ng TAD For More Than 30 Days. |If the
traveler is a frequent traveler and is requesting a paynent so that the
charge card contractor can be reinbursed, receipts for |odging and rental
car expenses are required.

80204. RESTRI CTI ONS. Do not pay an advance for TAD travel

1. if costs are estimated to be less than $50. The commander mmy authorize
exceptions if the traveler will experience severe hardship.
2. if the traveler has not submtted a claimto settle an advance paid on a

previous set of travel orders. The comander may authorize exceptions if
ci rcunmst ances prevented the traveler fromsubmitting the clai mwhen due.

3. before orders are issued.

4. nore than working days before travel begins, except under unusua
ci rcumst ances.

PART B: COVPUTATI ON OF TAD TRAVEL ADVANCES

80211. @GUI DELI NES

1. \When paying the travel advance for an initial TAD trip, you may include
amounts for additional TAD trips covered by separate travel orders if the
traveler will not have an intervening workday at the pernanent duty station
(If the total nunber of days the traveler will be in tenporary duty status is
nore than 30 days, see section 3, part D, of this chapter.)

2. For travel covered by an open travel authorization (i.e., blanket or
repeat travel orders), limt the funds advanced for travel expenses to the
out - of - pocket expenses for no nore than a 45-day period.
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3. Marines whose orders are not nmarked ' Frequent Traveler’ wll be paid
travel advances at the nonfrequent traveler rate.

4. Reviewthe Marine's orders for endorsenments that may affect entitl ements.

a. Do not advance the Marine funds for any portion of travel in which
travel by Covernment air or transportation requests has been directed.

b. If the Marine has been authorized to travel by POC as nore
advant ageous to the Governnment, pay the Marine MALT plus per diem |If the
Mari ne has been authorized to travel by POC, hut not as nore advantageous,
pay the | esser of the MALT or TR cost

5. Do not deduct BAS from an enlisted Marine's travel advance.

80212. COWMPUTATI ON FOR NONFREQUENT TRAVELERS. See paragraph 80202.1 b for a
definition of nonfrequent travelers. The instructions in this paragraph al so
apply when computing travel advances when those individual s designated as
frequent travelers will not be able to use their Governnment contractor-issued
charge card for a particular TAD assi gnnent.

1. Reviewthe traveler’'s orders to determne the |ocation of the tenporary
addi ti onal duty, whether governnment ness and |odging will be available, and
whet her a rental car and ot her reinbursabl e expenses have been authori zed.
Det erm ne whether there are any periods for which per diemis not payable
(e.g., field duty, sea duty, group travel, or hospital tine).

2. Check the per diemrate for the TAD location in the JFTR, volume 1,
appendi x B (for out-of-CONUS) or appendix D (for CONUS). (For civilian
travelers, the rates are contained in the JTR volune 2, appendix E
(for CONUS) or 50 percent of the per diemrate listed in appendix A for
out - of - CONUS travel .)

3. Determine the applicable per diemrate. Adjust according to whether
mess and |l odging will be available, |lodging costs (if included on the
orders), etc.

4. Multiply the applicable per diemrate by 80 percent (.8); then by the
nunber of days of TAD for which you are advancing the traveler. (Calculate
the day of departure and the day of return on a half-day basis; all other
days wi Il be advanced in whol e days.)

5. Add 80 percent of the estimated niscell aneous expenses (taxis, tolls,
parking, etc.), and 80 percent of the estimated rental car expenses, if
aut hori zed.

6. Add 100 percent of registration fees, if these are yet to be paid.

7. Add 100 percent of MALT, if travel by POV has been authorized as nore
advant ageous to the Governnment. |If travel by POV is authorized but is not
nor e advant ageous to the Covernnent, advance the traveler an amount equal to
the cost of the transportation request (TR) or MALT, whichever is |ess.

8. Round off the ampunt of the travel advance in even dollars. [|f the
cents anount of the advance is 50 cents or nore, pay the next higher dollar
ot herwi se, round the amount down tO the next | ower dollar

80213. COWPUTATI ON FOR FREQUENT TRAVELERS. See paragraph 80202. 1a for a
definition of frequent travelers. The instructions in paragraph 80212 apply
when individual s designated as frequent travelers will not be able to use
their Governnent contractor-issued charge cards for a particular TAD

assi gnment .
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1. Ceneral. Since frequent travelers are expected to charge maj or expenses
(e.g., hotels and rental cars), their travel advances are limted to 100
percent of the estimated out-of-pocket expenses (i.e., neals and incidental
expenses, and m scel |l aneous expenses for taxis, tolls, parking, etc.).

2. Limtations. Advance those individuals who have been designated frequent
travel ers but have declined to apply for or accept the charge card the sane
as you would had they already obtained the charge card. This will be those
individuals in mlitary pay grades E-7 and above and civilian grades GS-9
and above. Individuals in |ower grades are not required to apply for or
accept the charge card.

3. Reviewthe traveler’'s orders to determine the | ocation of the tenporary
addi ti onal duty, and whether Government nmess and lodging will be avail abl e,
and whet her rei nbursabl e expense have been authorized. Determ ne whether
there are any periods of no per diem(e.g., field duty, sea duty, group
travel, or hospital tine).

4. Check the neals and incidental expense (M E) rate for the TAD | ocation
in the JFTR volume |, appendix B (for out-of-CONUS) or appendix D (for
CONUS). (For civilian travelers, the rates are contained in the JTR
volume 2, appendix E (for CONUS) or 50 percent of the per diemrate listed
i n appendi x A for out-of--CONUS travel.)

5. Determine the applicable M E rate. Adjust according to whether
Governnent ness will be avail abl e.

6. Miltiply the M E rate by the nunber of days of TAD for which you are
advancing the traveler. (Calculate the day of departure and the day of
return on a half-day basis; all other days will be advanced in whol e days.)

7. Add 100 percent of the estimated mi scell aneous expenses (taxis, tolls,
parking, etc.).

8. Add 100 percent of registration fees, if these are yet to be paid.

9. Add 100 percent of MALT, if travel by POV has been authorized as nore
advant ageous to the Governnment. |If travel by POV is authorized but is not
nor e advant ageous to the Covernnent, advance the traveler an amount equal to
the cost of the transportation request (TR) or MALT, whichever is |ess.

10. Round off the ampbunt of the travel advance in even dollars. |If the
cents anount of the advance is 50 cents or nore, pay the next higher dollar
ot herwi se, round the amount down to the next | ower dollar

PART C. COVPLETI ON OF THE DD FORM 1351: TRAVEL VOUCHER FCR TAD
ADVANCES

80221. I NDI VI DUAL PAYMENTS. Conplete a DD Form 1351: Travel Voucher to pay
an advance for TAD travel as follows: (See figure 8-2-2 for an exanple.)

1. Heading. (This refers to the BUREAU VOUCHER NUMBER, D. O, VOUCHER NO.,
and PAID BY bl ocks.) Self-explanatory.

2. Section 1. PAYMENT FOR  Check the box to the right of 1 - ADVANCE OF
TRAVEL ALLOMNCES (TDY/ TAD). |If this is an advance paid on repeat trave
orders, enter "Repeat Travel Orders"” in block 9 and check the box to its
right.
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3. Section Il: |ND VIDUAL PAYMENT
a. Blocks 1 through 3. Self-explanatory.
b. Block 4. Enter the mailing address if the check nust be mail ed.

cC. Bl ock 5. Enter the standard docunent nunber, the TANGO, or the

travel order authorization nunmber. |If TAD will be perforned outside CONUS
and nay effect the balance or paynents on an international |evel, code the
country in which the Marine will spend the nost tine.

d. Block 6. Conplete if POC has been authorized to conduct travel.
Enter the points between which MALT is bei ng advanced and/or the nunber of
days and rate at which per diem all owances is being paid.

e. Blocks 7 and 8. |If paying the advance by check, enter the check
nunmber and dat e.

f. Blocks 9 and 10. Enter the anpbunt and date paid.

g. Block 11. |If paying the advance in cash, have the Marine sign this
bl ock.

4., Section Ill: PAYMENTS CONSOLI DATE and Section |IV: APPROVED FOR PAYMENT.
Not used.

>5. Section V: REMARKS. Enter the serial number and value of GIR s and neal
tickets granted. For a paynent based on a Naval message and credited on a
di sbursing diary, enter the diary nunber.

>6. Section VI: ACCOUNTI NG CLASSI FI CATI ON. I nclude the conplete

appropriation data cited in the orders. Use separate |ines of accounting
data. Be sure to use TTC 1K classification.

a. For a payment based on a Naval message and credited on a disbursing
diary, enter the amount of the travel advance using a type code of’ 1K.’
Enter the sane anpbunt with a type code of '2I' to the pay and all owance
appropriation.

b. If a check is prepared and nailed to the Marine based on a Naval
nmessage, enter the ampbunt of the travel advance, using a type code of’ 1K’

7. COWPUTED BY and AUDI TED BY Bl ocks. Sel f-expl anatory.

8. POSTED TO TVL RECORD BY and DATE ENTERED Bl ocks. Used locally for
verification and internal controls.

9. AMOUNT PAID Block. Enter the total anpbunt of the advance. This should
equal the total of all lines of accounting data.
80222. VAR QUS PAYEES. Prepare the follow ng forns:
1. DD Form 1851: Travel Voucher
a. Section 1: PAYMENT FOR  Check the applicabl e boxes.

b. Section Il: | ND VIDUAL PAYMENT, Block 1: PAYEE. Enter ’'Various
Payees. See Attached Listing.’
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c. Section VI: ACCOUNTI NG CLASSI FI CATI ON. ncl ude the conplete
appropriation data as shown in the orders. This nust apply to all Marines
on the listing.

d. AMOUNT PAID Block. (In the extrene |ower right corner.) Enter the
sum of the travel advance paynents listed on the various payees listing.

e. Oher blocks may be used if the information applies to all the
Marines on the listing.

2. DD Form 1351-6: Miltiple Travel Paynments List. Prepare as shown in
figure 8-2-3. Include the basic information that was required on the DD
Form 1351. Have the Marines sign for cash payments.

PART B: PAYMENT PROCEDURES

80231. FORM PREPARATI ON. Prepare the payment voucher as explained in part
C, above. Have the Marine(s) sign for cash payments.

80232. ENDORSEMENTCOFORDERS

1. Endorse the Marine's original orders when paying a travel advance.

(See paragraph 20111). Be sure to show the date and anmpunt paid, the nunber
of the voucher on which the advance was paid, and your DSSN. If no nore than
one fiscal year appropriation is involved, indicate the dollar amunt of per
di em advanced for each fiscal year

>2. Additional pages maybe attached to the original orders to record paynent
of multiple advances when there is no | onger roomon the original orders.
These pages nust be properly identified.

>3. Wien paying a travel advance based on a Naval nmessage, the MCSA will
prepare and transnmit a nessage to the Marine's present pernanent duty
station, with an "info" copy to all TAD stations. This nmessage shoul d be
prepared as an endorsenent to the Marine's original orders and should

i ncl ude additional information cited in paragraph 20111

80233. DOCUMENT DI STRIBUTION. |If the advance is paid and the Marine
detaches in the current fiscal year, expend the DD Form 1351 in the current
day’s business. |If the advance is paid in one fiscal year, but the Marine
detaches in the following fiscal year, hold the DD Form 1351 as a deferred
voucher and expend it in the following fiscal year. See the NavConpt Manual
par agraphs 047301 and 047315.

1. Pay Record Available. File one copy of the DD Form 1351 on the |eft
side of the Marine's pay record. |If various payees were included on the sane
travel voucher, annotate the m scel |l aneous nenorandum secti on of the PFR

2. Pay Record Not Available. Forward, under letter of transnmittal, a copy
of the DD Form 1351 Travel Voucher and payee listing, if applicable, to the
finance office servicing the Marine's pay account

3. Oiginal Oders. Return the original orders and a copy of the DD
Form 1351 to the Mari ne.

4. Finance Oficer’s Returns. Submt the original DD Form 1351 and and
a copy of the Marine's orders to the Marine Corps Support Activity with the
finance officer’s original returns.

5. Forward one Copy of the DD Form 1351 and one copy of the DD Form 1351-6,
if used, to the basic order witing activity.
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>80234. PAYMENTS MADE BY MCSA (RMC- FDD) TO MARI NES OVERSEAS. Mari nes
stati oned overseas who are provi ded pay service by the MCSA (RMC-FDD) may be
paid either by check or by credit to the Marine's pay account.

1. Check Paynent Requested. |f the message requested a check payment, mail
the check to the Marine's requested address, as specified in the conmandi ng
of ficer’'s message request.

2. Pay Account Credit.

a. |If crediting the Marine's pay account, report the follow ng
nm scel | aneous credit on the disbursing diary.

(TTC 694/ 000) CRED| __ -$%$ Y
I I

I I

Five-digit nuneric pay code- | |
(99018-of ficers; 99118-enli sted) |
Dol | ar anount |

Tax code
six-digit date of credit

b. Prepare a NAVCOWPT Form 2277: Voucher for Di sbursenment and/or
Collection to charge the travel appropriation and credit the pay
appropriation.
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| FROM UNI T ADDRESS/ / CCDE/ /

| TO MARCORSUPACT KANSAS CI TY MY / RMC- FDDY /
| I NFO: NEW PDS/ / DI SBQY /

| TDY CMDS// DI SBQ'/ (1 F APPLI CABLE)

| SUBJ: REQUEST FOR ADVANCE OF TRAVEL PAY

| MSG D/ GENADM N/ UNI T ADDRESS/ CODE/ /

| REF/

| NARR/ /

| RMKS/ 1. ADV OF TRAVEL PAY/ TRANSPORTATI ON ALLOMNCES | S REQUESTED
| FOR THE FOLLOW NG

MARI NE' S FULL NAME AND SSN:
| NDI CATE ]

METHOD ] CREDIT PMI TO THE MWPA FOR REGULAR PAYDAY DI SBURSEMENT,
OF PMI ] CUTPAYMENT ( CHECK):

|
| F CHECK ]

IS TO BE ] MARINE'S REQUESTED ADDRESS:
MAI LED

|
|
|
|
|
|
|
|
|
|
|
|
|
|
| | NDI CATE ] FREQUENT/ NONFREQUENT TRAVELER
|
|
|
|
|
|
|
|
|
|
|
|
|

ONE
MARI NE' S TAD SI TE(S), NO DAYS AT EACH LOCATI ON, AND QUARTERS
AND MESS AVAI LABI LI TY AT EACH LOCATI ON.

| NDI CATE ]

| F ] RENTAL CAR AUTHORI ZED: COST (1 F NONFREQUENT TRAVELER) :

APPLIES ]

| NDI CATE ]

|F FEE ] REG STRATI ON FEE REQUI RED AT TAD SI TE?

| NOT YET ]

PAI D ]

|

|

|

| MARI NE' S MODE OF TRANSPORTATI ON:
| PORT OF EMBARKATI ON:

| PORT OF DEBARKATI ON:
|

|

|

|

APPROPRI ATl ON DATA:

>Fi gure 8-2-1.--Message Request for TAD Travel Advance (Sanple Format).
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WOUCHER NUMBER
121

G0 5TATION NUMEER

MULTIPLE TRAVEL PAYMENTS LIST G092

hast | of | pAGES

DATE CF FAYMENT
|9 HEPHD

THGANIZATICIN AWD STATION
HQ BN, X FE5C, FMF. CAMP LEJEUNE, NC 20642

PURSLUANT Tl ANTHORITY YESTED INME. | CERTIFY THESE 5TATEMENTS ARE CORRECT AND FROTER

TYRED WAME AND TITLE SiGMaTURE

The slalamsnid Riafann and stteched Rersdo we brus ans

Ima avidancmd by dim puyea's signatare.

BUT RERLUTRED

3

\.—v_!umplm sod payman, H £cadlt hun ot beon crowiead

TRALE| ALTHRITY - PaYEE IP[MTIFCA T IAN Tl ERMAY AMOUNT THELK NMUMBEN LR
daMATURE DECIGHATION RAID NECEIPT &4t CASH
MBGT JOHN J, MARINE
12345 67 BY 11744 4. 44 0,406,132
: MECTDUKEWAYNE J
497 67 08 06 11784 $43.44 50,436,152
3 GYSGT WILLIAM C. TELL 3
3.2 4015 14 LIT-84 $43.44 60,436,134
4 SGTJOAN P JONES 4
4191607 L3 117-84 $43.44 40,435 115
§ SGTSAM A TURNABOUT 5
197 40 10 58 L1T-84 243,44 GO.406.136
6 BGTJOSEF P CALABASH &
471 62 69 13 L17-34 §dt.4d R GREL)
16 \/ ﬁ
17 \ / |7
. \\ / .
™
19 \\// 19
20 0
21 21

TOTAL

250 .64

DD - yavaa 1351-A

FOAM

RER R EE R S

FORM APPACYED By COMPTROLLEA GEMERAL U.5.. 10 FULY 1963

’Figurc 5-2-2.--Multiple Travel Payments List.
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY

SECTI ON 3: TRAVEL CLAI M5

PART A: GENERAL

80301. CGENERAL. The formused to claimtravel and transportation
al | owances incident to TAB travel must be conpl eted using a ball point pen

80302. FORMS USED
1. DD Form 1351-2: Travel Voucher or Subvoucher

2. DD Form 1351-2C. Travel Voucher or Subvoucher (Continuation Sheet) -used
if there is not enough space on the 1351-2

3. SF 1164: daimfor Reinbursenent for Expenditures on Oficial Business -
used when a Marine on TAD incurs reinbursabl e expenses not covered by the
JFTR

80303. RESPONSIBI LITY OF CLAI MANT. The clai mant assunes | ega
responsibility for the claimwhen signing it, even if the claimnt did not
prepare it. The clainmant nay receive penalties for naking a false claim
(as detailed on the reverse of the form. |If a clainmant msrepresents facts
on a voucher and receives an erroneous paynent, which is |ater recouped, the
di sbursing officer may not pay reclains for these anpunts.

80304. CLAI M5 PREPARED BY THE ADM NI STRATI VE COVMAND. An admi nistrative
office preparing a claimfor a Marine nust not place any statenent on the
claimwi thout the claimant’s advice and consent. The adninistrative office
nmust advi se the claimant that the claimant becones legally responsible for
its truth and validity upon signing it. Adnministrative offices nust not
accent a signed, blank claimto be conpleted for the clainant.

PART B: CLAI M COVPLETI ON

80311. DD FORM 1351-2: TRAVEL VOUCHER OR SURVOUCHER. Two editions of this
formare published: 1 July 1965 and 1 June 1978. The ol der edition should
be used until the supply is exhausted. These instructions are based on the
1978 edition, which is to be conpleted by the clainant, as follows: (See
figures 8-3-1 and 8-3-2 for exanples of TAD travel clains.)

1. Heading. Most of this section is self-explanatory. |In the TRAVEL ORDERS
bl ock, enter the order number and date.
2. Section 1. Itinerary. These sections ire to be conpleted horizontally.
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a. DATE 19 Colum. In the colum heading, enter the last two digits of
t he cal endar year the travel was perfornmed. |If two years were involved
ent er bot h.

b. On the first tine enter the date, tinme, and the place from which
departed, then the abbreviation for the node of transportation used. (These
can be found on the back of the form)

c. On the remmining lines indicate each point on the journey by
conpl eting the col uims descri bed bel ow

In colum Ent er

DATE The nonth and day of each arrival and departure.

TI ME The time arrived at or departed from each stopping
poi nt .

PLACE The |l ocation of each stop

MODE OF TRAVEL The two-letter nmode of travel as shown in the SYMBOLS

section on the
reverse of the form

REASON FOR STOP The two-letter reason for stop, as shown in the
SYMBOLS section on the reverse of the form

These notations should include (1) the permanent duty station, (2) tenporary
or TAD points, (3) points of authorized delay en route, (4) place(s) of delay
en route chargeable as | eave, (5) points of enbarkation and debarkation, (6)
pl aces were orders were canceled or nodified, (7) each place, including
points of delay en route chargeable as | eave, where the node of
transportati on changed, (8) the date and hour the Marine began duty after
arriving at the TAD point, and the date and hour the Marine conpleted duty
bef ore departing the TAD poi nt

If the Marine travels for personal reasons fromthe TAD station to the

per manent duty station (or to the honme fromwhich the Marine conmutes to the
per manent duty station), include (1) the departure fromthe pernmanent duty
station (or hone), (2) arrival at the TAD station, (3) departure fromthe
TAD station, and (4) arrival at the permanent duty station (or hone). See
JFTR, paragraph U4130.

3. Section 2: COST OF LODA NG Record the total cost of |odging at each
point. Include charges paid for use of Government quarters and any
applicable state, district, or local (sales) taxes. Anpunts nust equal the
anounts on the | odging receipts.

4, Section 3: NUMBER OF MEALS

a. GOVT. Indicate the nunmber of Government neals furni shed opposite the
appropriate date(s).

b. DED. Indicate the nunber of deductible neals furnished, with or
wi t hout char ge.

(1) The foll ow ng organizations may furni sh 'deductible’ nmeals to the
Marine: local or state CGovernnents; foreign Governnents; other United States
Cover nrent agenci es, excluding the uniforned services; United States
Governnent contractor, if meals are furnished under terms of the contract;
private, professional, technical, fraternal, civic, or simlar organizations,
in connection with activities sponsored by that organization; a function paid
for fromcontingency or other appropriated or nonappropriated funds.
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(2) The followi ng are not considered deductible nmeals. They will not
be deducted from aut horized travel allowances based on their availability or
use: neals on a conmmercial aircraft; neals furnished by private individuals;
box lunches, in-flight neals, or rations furnished by the Government on a
mlitary aircraft.

c. OPEN MESS. |Indicate the nunber of meals available in an open ness
opposite the appropriate date(s).

5. Section 4: POC MLES. Not used. (If travel by POC was authorized, the
di sbursing officer will obtain the distances fromthe OID and the SHMG when
conputing the claim)

6. Section 5: REI MBURSABLE EXPENSES/ CHARCE FCR DEDUCTI BLE MEALS

a. Enter those reinbursabl e expenses incurred. See the JFTR volune 1,
chapter 4, part F.

b. Enter the nunber and cost of deductible nmeals that were furni shed
with or wi thout charge.

c. Include the points involved, the nileage, and the basis for this
nm | eage (odoneter readings) if clainmng transportati on expenses between the
pl ace of | odging-place of business and pl ace of business-place where neal s
were obtained. (See JFTR, paragraph U3510.) Explain the need for this
travel .

7. Section 6: Oficial Long D stance Tel ephone Calls. The Marine's
conmandi ng of ficer or designated representative nmust sign this block in order
for the |ong-distance tel ephone calls listed in section 5 to be all owed.

8. Section 7: TR SIMIA’ S/IMI" S

a. TR s/MI's Used. Enter the serial numbers of the Governnent
transportation requests (TR s) and neal tickets (MI's). Include the points
they were used between.

b. MAC Used. |If mlitary airlift command channel service (MAC- operated/
procured airlift/ category A, B, Y, or M was used, enter the serial nunber
of the related DD Form 1482: MAC Transportation Authorization. |Include the
poi nts between which service was authori zed.

c. No TR's, MTA's or MI's |Issued. Enter the word "None."

9. Section 9: POC Travel. Check the appropriate box if POC was used for
any portion of the travel.

10. Section 11: PAYMENT DESIRED. |Indicate the nethod of payment desired
if nmoney is due the Marine.

11. Section 12: PER DI EM REQUESTED. Leave bl ank.
12. Section 13: SIGNATURE OF CLAI MANT and DATE. The clai nant nust sign and
date this block. Upon signing it, the claimnt becones responsible for its

truth and validity.

8-21



MCTI M

13. Section 23: REQU RED ATTACHVENTS. The required attachnents listed on
the back of the formare anmended as foll ows:

a. Oiginal and three copies of travel orders, including al
endor senents to those orders.

b. Al unused or partially used TR s, tickets, an/or meal tickets,
unl ess previously turned in to the proper authority. Travel orders
nmust be appropriately endorsed. Securely fasten unused TR s, neal
tickets, and tickets obtained on TR s, including refund docunents,
to the claim

c. Receipts fromcarriers, copies of tickets, or required
certifications if cost of transportation is claimed.

d. Receipts for all |odgings and any reinbursable (niscellaneous)
expense clainmed in excess of 325. The actual receipt given to the
Marine or a signed statenent explaining why it was not avail able
is needed. (Examples: original paid invoices fromhotels, carbon
copy invoices fromrental car agencies.)

e. Statenents of nonavailability (Governnent quarters, ness, and
directed node of transportation), unless the order-issuing
authority does not require use of Government quarters/nessing.
Availability statenents are usually contained in endorsenents to
the orders. When the directed nmode is not used, include a
stat ement expl ai ning the circunstances.

f. Iltem zation of actual expenses on a daily basis when claimfor
rei mbursenent includes travel on an actual expense basis.

14. Section 26: REMARKS. Used for statenents to support the claim Before
entering anything in this block, turn the carbon paper so the reverse inage
is not transcribed to the face of the form

80312. DD FORM 1351-2C TRAVEL VOUCHER OR SURVOUCHER ( CONTI NUATI ON SHEET).
For use when there is not enough space on the DD Form 1351- 2.

80313. SF 1164: CLAI M FOR REI MBURSEMENT FOR EXPENDI TURES ON OFFI Cl AL

BUSI NESS. This formis used to claimreinbursement for travel within or
around t he permanent or tenporary duty station and for other reinbursable
expenses. Conplete the formby listing expenses by date, item and anount,
with suitable explanations as to the nature of the expenses.

PART C. SUBM SSI ON REQUI REMENTS

80321. GENERAL

1. Supporting Docunments. Oiginal and three copies of the orders, in
addition to required certificates, endorsenents, and receipts.
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2. Timeframe. The Marine nust submit the travel claimw thin 3 working days
of reporting upon return to the permanent duty station

>80322. REPEAT TRAVEL ORDERS. Repeat travel orders provide (1) the basic
authority for issuing specific or supplenmentary orders or (2) the authority
for paying an initial travel advance which nay renmin outstanding until the
orders expire. The orders do not expire upon the Marine's return to the
per manent duty station, but remain in effect until the Marine detaches or
the tine specified in the orders expires. (See MCO P10QQ. 6.)

1. Supporting Documentation

a. Basic Authority for Supplenentary Orders. Wen repeat travel orders
are issued as the basic authority for issuing supplenentary orders, the
travel er nust subnit the original and two conpl ete copies of those orders
and the original and two conplete copies of the related, specific
suppl enentary directive when making the initial claim Because the finance
officer retains the original orders, subsequent clains on the sanme repeat
orders nust only be supported by the original and two conpl ete copies of the
suppl enentary directive.

b. Initial Travel Advance. When repeat travel orders are issued as the
authority for paying an initial travel advance, the traveler rnmust submit the
original and two conpl ete copies of the orders when requesting the initial
advance. In these orders the traveler’s commandi ng of fi cer authorizes
paynment of a specified dollar anount, which is not to exceed the expenses
the traveler is expected to incur during the follow ng 45-day peri od.
(Normally, this type of repeat travel order is issued to travel ers not
requiring their orders to conduct their assignment (e.g., recruiters).)
Repl eni shnment of anmounts spent will be contingent upon the traveler
submitting a claimevery 30 days (see 3b bel ow).

2. Paynent of Advances. As stated in the NavConpt Manual, volune 3, the
finance officer at a traveler’s permanent duty station is responsible for

the payment of travel clains involving repeat travel orders. Only in unusua
circunstances may a claimbe paid el sewhere. A claimnay be either a request
for an advance or settlenent of the claim The finance office maintaining
the traveler’s pay account is considered the responsible finance officer

a. Supplenentary Orders Issued. Each tine the traveler subnits a
suppl enentary set of orders, the finance officer will pay an advance based on
the duty requirenents.

b. Initial Travel Advance. The finance officer pays reasonable anounts
aut hori zed by the commandi ng officer, then retains the original orders.
Because i ndividual s assigned these orders nornally should have funds at
their disposal so that they may begin travel posthaste, the prohibition
agai nst paying an advance nore than 3 working days before travel begi ns does

not apply.

3. Settlement. Settlenent of repeat travel orders nay be made only at a
travel er’s permanent duty station. (See subparagraph 2, above.)

a. Supplenentary Orders Issued. Travelers nust subnmit a DD Form 1351-2
upon the conpletion of the duty contained in the supplenental orders.

b. Initial Travel Advance. Travelers are required to subnit a DD
Form 1351-2 item zing their travel agenda for the prior nonth, to include a
listing of reinbursable expenses and transportation costs. This claimmnust
be subnitted every 30 days to the servicing finance officer. The finance
officer will replenish an anmbunt equal to the anount spent, as long as it is
not nmore than that authorized in the initial advance. The original orders,
which the finance officer has retailed, is the authority for reinbursing the
depl eted amount. Conmmandi ng of ficers nust authorize rei mbursenent of anounts
exceeding the initial travel advance (for exanple, if a traveler was
aut horized an initial advance of $500, but spent $550, the finance officer
woul d only repl enish $500 in the absence of approval by the conmandi ng
of ficer).
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>80323. BLANKET TRAVEL ORDERS. Only the Commandant of the Marine Corps wll
i ssue bl anket tenporary additional duty travel orders for the travel of
mlitary menbers. The commuandi ng/ executive officer of an activity may issue
bl anket tenporary duty travel orders to civilian enployees. The authority
to sign blanket travel orders issued to civilian enployees "By direction”
may be further delegated in witing to a subordinate official. This type
aut horization is permtted when frequent travel is required. Frequent
travel, as it pertains to blanket travel orders, is considered to be nore
than 12 trips per fiscal year. Blanket travel orders maybe issued to

i ndi vidual s, not groups of Marines or civilians. See also MCO 5050. 12

O ficial Travel; NavConpt Manual, paragraph 032106.4b, and JTR, volune I,

par agr aph C3000.

1. Supporting Documentation. Blanket travel orders do not require the

i ssuance of additional specific or supplenentary authorization. Each tine a
claim (for either an advance or settlenent) is submitted, it nust be
supported by the original and two copies of the blanket travel orders.

2. Advances. As stated in NavConpt Manual, paragraph 032106. 4b, paynent of
clains involving bl anket travel orders will be nmade only at the traveler’s
per manent duty station. (See paragraph 80322.2, above.) The finance officer
wi |l pay an advance based on the duty requirenents.

3. Settlement. Travelers are required to submt a DD Form 1351-2 item zing
the travel agenda for the prior nonth, to include a listing of reinbursable
expenses and transportation costs, regardl ess of the nunber of trips
perfornmed. Cains nust be subnitted to the finance officer maintaining the
travel er’s pay account. Again, these clainms nust be subnmitted every 30 days.

PART D. ADDI TI ONAL ADVANCES WHEN A MARI NE PERFORM NG EXTENDED TAD

>80331. GENERAL. Finance officers nay pay a nmaxi mum of 30 days of the

out - of - pocket expenses a traveler is expected to incur when paying a trave
advance for TAD/ TDY extending for nore than 30 days. A Marine performng
tenporary additional duty for 30 days or nore nay request an additiona
advance fromthe finance officer servicing the TAD site. Exceptions to this
policy may be nade only when it is known that a finance officer will not be
avai l abl e at the TAD/ TDY site.

80332. SUPPORTI NG DOCUMENTS. The Marine nust provide the finance officer
with original orders and receipts for expenses already incurred.

80333. COVPUTATI ON OF THE ADVANCE. The finance officer will use previously
advanced anmounts as a guideline for additional advances. Factors such as
remai ning length and | ocation of TAD nust be considered. The finance officer
nmust advance frequent travel ers amobunts for expenses already incurred in
additi onal M&l E and mi scel | aneous expense all owance. This will enable the
frequent traveler to reinburse the charge card contractor when the bill is
received.
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5/M 0102-LF-013-2803

ORGANIZATION QWD LA TIDN

HGC, HQEY, TTHMARD] Y. FMF, CLNC

TRaVFI ARCEAL (Paragrapn. 5 0 Ma Moty He Datel (inelone amesding ovies)

GG, TTHM ARDLY, FMEF, CLMC TN 59371 OF 8.0 N 1939

PRICR TRAVEL =nY MENTS GR AT YEES UNLEH TAESF OROERS Lamount, DD Youchds Mo, Date Rereived,
Place Payd, or (30 Slaft Mo f ngne. 1 itale]

Comol 5 or. ink, it
TRAVEL VOUCHER OR SUBVOUCHER oo ey o i pamcil) 10. FOR DO USE ONLY
READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMMLETING THIS FORM. 00 wONCHER ND
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY

SECTI ON 4: SETTLEMENT OF TAD TRAVEL CLAI M5
PART A: | NTERNAL CONTROLS

80401. CLAI M5 CONTROL. The NAVMC 10366: Postal Card can be used to contro
the recei pt, processing, and paynent of a Marine’'s travel claimwhen finance
and adm ni strative personnel are not co-located. Wen a Marine files a
travel claim adm nistrative personnel should conplete the card and forward
it and the claimto the finance office. Upon receipt or the card and claim
the finance office personnel should record the tine and date of receipt on
the back of the card and return it to the administrative office.

PART B: COWANDI NG OFFI CER S RESPONSI BI LI TI ES

80411. NOTI FI CATI ON

1. Notify the finance officer of the Marine's return to the permanent duty
station upon conpl etion of TAD

2. Make sure the Marine subnits a travel claimto the |ocal finance office
t hrough your office within 3 working days of returning from TAD. (The unit
adm ni strative office should help the Marine prepare the claimif assistance
i s needed.)

3. Notify the Marine that if he fails to submt a claimw thin that
timeframe, his pay account will be checked for the entire anpbunt of the
advance.

4. Notify the finance officer when circunstances prevent the Marine from
submitting the travel claimw thin 3 working days.

5. Notify the Marine of the possibility of disciplinary action and the | oss
of travel allowance entitlenents if a fraudulent claimis submtted.

80412. REVIEWOF CLAIM After the travel is conplete, reviewthe trave
claim (DD Form 1351-2) before submitting it to the finance officer. The
purpose of this reviewis not to conpute the paynent, but to ensure the
claimis conplete and proper. Ensure at a mininumthat:

1. the claimis prepared on an original travel voucher with an origina
signature and date,

2. the clains nade agree with the orders,

3. original receipts for lodging and rental cars are attached,

4. advances are indicated in the appropriate bl ock,

5 statenment of nonavailability of quarters is attached, when applicable

(ﬁilitary and civilian),
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6. statenent of nonavailability for neals is attached, when applicable
(mlitary),

7. traveler did not use nore days than necessary to performthe nission or
request reinbursenment for expenses incurred for personal conveni ence or
pl easur e,

>8. each expense exceeding $25 is supported by a receipt (a receipt is not
requi red for an expense of $25 or |ess),

9. if foreign currency was used, the traveler reported rei nbursable
expenditures in foreign currency converted into U S. dollars at the rate(s)
of exchange at which the foreign currency was obtained. The rates of
conversion and the conmi ssi ons charges nust be shown on the voucher

10. if the allowable per diemrate "as insufficient and travel on an actua
expense basis had not been authorized before travel began, consult the JFTR,
par agraph U4210, for procedures on requesting reinbursenent on an actua
expense basis.

PART C. FI NANCE OFFI CER' S RESPONSI BI LI TI ES/ COVPUTATI ON OF TRAVEL
ENTI TLEMENTS

80421. CGENERAL. Reconcile and settle travel clains within 10 worki ng days
of receiving them

80422. ELAPSED TIME. Conpute the report the Marine's traveltinme and
el apsed time following the instructions in chapter 10 of this Mnual .

80423. TRANSPORTATI ON ALLOMNCES. Conpute the anobunt the Marine is all owed
for transportati on, based on the nethod of transportation authorized and
used. See the JFTR, chapter 3, part A

80424. REI MBURSABLE EXPENSES. Determ ne which rei nbursabl e expenses
clained are authorized. The JFTR, volume 1, chapter 4, part F, provides an
expl anat i on.

80425. PER DI EM Conpute the amount of per diemto which the Marine is
entitled. Per diemis a daily allowance designed to cover the cost of
guarters, subsistence, and other necessary incidental expenses relating to
the ordered travel. It is payable for all periods of tenporary duty and
travel in connection with that duty.

The per diem all owance for each day of TAD or TDY is established on the
basi s of the actual anobunt the Marine pays for |odging plus a prescribed
amount for neals and incidental expenses (MG E). The M E rate is payable
to the Marine without an item zati on of expenses and without receipts. The
total ampount cannot exceed the applicable locality rate.

1. Rates. Per diemrates for travel in CONUS are contained in the JFTR,
appendi x B, part 1. For areas outside CONUS, the rates are listed in the
JFTR, appendix B, part |

2. Computation. See the JFTR, volune 1, chapter 4, part B
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PART D. COWPLETI ON OF THE CLAI M VOUCHER
80431. COWPLETION OF THE DD FORM 1351-2. Conplete the remni nder of the DD
Form 1351-2: Travel Voucher or Subvoucher, as follows.
1. Summary of Paynent Section

a. Per DDem Show all per diemthe Marine was entitled to.

b. Actual Expense. |If paynment of the Marine on an actual expense basis
has been approved and the Marine is being reinbursed on that basis, enter

the total of actual expense the Marine is entitled to.

c. Mleage or Transportation Allowances. Enter the nileage anount the
Marine is entitled to, or the cost of TR s or transportation all owances.

d. Reinbursable Expenses. Total the reinbursable expense all owed.

e. Total Entitlement. Total anount of entitlenents.

f. Less Previous Paynents. Total all advances the Marine has received.
g. Less Voucher Deductions. Enter the anount of TR s

h. Anpbunt Charged to Accounting Cassification. Deduct the previous
paynments and voucher deductions fromthe total entitlement, and enter the
amount due the Marine on this line, if any.

(1) If your calculation equals zero, enter "NONE "
(2) If you calculation equals a negative nunmber, enter "NONE. "

2. ACCOUNTI NG CLASSI FI CATI ON Section. Review the Marine's orders to ensure
all nine elenents of the appropriation nunber are accounted for. Anounts
nmust of fset the amount of the TTC 1K advance. It nust also cite the
appropriate FAN under TTC 2D (see MCO P7301. 104).

a. Enter the anpbunts earned as reinbursable to the Marine, including
per diem an rei nbursabl e expenses, in the anount block as a debit to the
appropriation data reflected in the Marine' s orders.

b. Enter the anobunt of the advance on the next unused line in the
appropriation block opposite the accounting data initially charged. |nclude
transaction type code "1K," followed by "CR "

c. \Wen travel advances involve nore than 1 fiscal year, enter separate
lines of appropriation data followed by "CR " The "CR' annotated anounts
will be treated as reverse expenditures so that the appropriation data
originally debited by the travel advance can be refunded.

3. AMOUNT PAI D Bl ock
a. |If the Total Entitlenment block is greater than the Less Previous
Paynents bl ock, enter the difference, which is the total anpbunt due the

Marine. See paragraph 80432.

b. If the Total Entitlement block is equal to the Less Previous
Paynents bl ock, enter "NONE." See paragraph 80432
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c. |If the Total Entitlenment block is |l ess than the Less Previ ous Paynents
bl ock, enter "NONE." See paragraph 80433.

80432. AMOUNT DUE THE MARINE. |If the Marine is due noney upon settl enent

of the travel claim or if the accurate advance had been nade and no noney is
due either the Marine or the Government, conplete the follow ng additional

bl ocks on the DD Form 1351-2: (Paragraph 140101 expl ains how to refund
amount s due.

1. DO VOUCHER NO. Assign a DOV nunber to the claim
2. PAID BY. Include the follow ng infornmation:
a. The account activity nunber.
b. The disbursing office address.
c. The date.
d. Your DSSN.
80433. MARI NE HAS BEEN OVERADVANCED. |If the Marine has been overadvanced,

i ndi cate on the DD Form 1351-2 the nmethod used to collect the overpaynent.
(Paragraphs 140102 and 140103 explain how to collect overpaynents.)

1. Cash Collection. |If the Marine nakes a cash paynent to repay the anount
of the overpaynment, prepare the DD Form 1351-2 as a collection voucher.

a. DO VOUCHER NO. Bl ock. Line out the DOV # and replace it with the CV
nunber .

b. PAID BY Block. Enter the words COLLECTI ON VOUCHER i n red.

c. ACCOUNTI NG CLASSI FI CATI ON.  Show the accounting data in block 15 as
fol | ows:

(1) Show the anount of the advance. Use 1K as the transaction type
code, and enter CR after the anount.

(2) Show the appropriate lines of anmounts earned, using 2D as the
transacti on type code.

d. COLLECTI ON DATA Bl ock. Enter the following information in block 16:
COLLECTI ON DATA:

| 16. COLLECTI ON DATA |
| Date DO, DO Address, Cash Collection of $anount for excess TA paid|
| on DOv# DSSN# rec’d by DO |
I I

2. Pay Record Checkage. |If the Marine’s MW A is checked to collect the
over paynent, use the DD Form 1351-2 as a pay record checkage:

a. DO VOUCHER NO. Bl ock. Assign a DOV nunber to the claim since it wll
be a paynment voucher of NONE
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b. PAID BY Block. Include the follow ng information.
(1) The account activity numnber
(2) The finance office address.
(3) The date.
(4) The DSSN.

c. ACCOUNTI NG CLASSI FI CATI ON.  Show the accounting data in block 15 as
fol | ows:

(1) Show the amount of the advance. Use 1K as the transactions type
code, and enter CR after the anount.

(2) Show the appropriate lines of anounts earned, using 2D as the
transacti on type code.

(3) Include an additional line of appropriation for the Marine s pay
group. The amount will equal the overpaynent.

d. COLLECTI ON DATA Bl ock Enter the followi ng information in block 16:
COLLECTI ON DATA

| 16. COLLECTI ON DATA |
| DO, DO Address, Excess TA $ampunt charged to MVPA on diary dtd |

PART E: CLAI M PROCESSI NG

80441. ORDERS ENDORSEMENT Endorse the Marine's orders, as stated in
par agraph 20111.

80442. DOCUMENT DI STRI BUTI ON

1. Oiginal. Forward the original DD 1351-2 (and covering DD Form 1351, if
used) with the finance officer’s financial returns. Include one copy of the
Marine’s orders and the original or copies or certificates, receipts, etc.,
as supporting docunents.

2. Retain Files. File one conplete copy of the Marine's orders, the claim
voucher, and supporting docunents in the retain file.

3. Accounting Copies. Forward one conplete copy of the Marine' s orders,
t he cl ai mMvoucher, and supporting docunents to the basic order witing
activity designated in the Marine's orders.

4. Distribute docunents used to settle or collect overpaynments of advances
i n accordance with NavConpt Manual, volume 4, chapter 3, part A and chapter
7, part E, and chapter 8, part A, as applicable. Also to the basic order
witing activity.

>80443. MARI NE SEPARATES BEFORE TRAVEL ADVANCE ON PRI OR CLAI M SETTLED.

The Marine’'s MVWPA will remain in JUMPS MMB until the January end-of-nonth
USE (approximately 5 February) of the year after the Marine separates, if

(1) the Marine has been separated for at |least 4 nonths, and (2) at |east

90 days have el apsed since the last transaction processed agai nst the record.

8-31
Ch 1



MCTI M

Marines separated in the previous cal endar year will continue to be dropped
fromthe MVPA each end-of-nonth U&E if this criteria is met. Wen an
overpaynent on a prior travel advance is discovered, use the VISto
determine if a Marine’'s record is still in JUMWS MV5. Then, take the

foll owi ng acti on:

1. If the Marine’s MWA is still maintained in JUMWS M5, debit the
Marine’s pay account using the appropriate finance diary statement. Include
a history statenent listing the DOV nunber and date of supporting
docunentation. Process the original DD Form 1351-2 with the finance
officer’s financial returns.

2. If the Marine’s MMWA is no | onger maintained in JUWS MV, take the
foll owi ng actions:

a. Prepare a DD Form 139: Pay Adjustnent Authorization for the anmpunt
due the CGovernment. Include the nunber and date of the voucher that the
advance was paid on.

b. Forward the DD Form 139 and a copy of the final settlenment voucher to
t he DFAS-KC (EYCT) for action.

c. Process the original settlenent voucher, the DD Form 139, etc., wth
the finance officer’s returns.
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY

SECTI ON 5: FI ELD DUTY/ WESTPAC UNI T DEPLOYMENT PROGRAM

PART A: FIELD DUTY - GENERAL

80501. REFERENCES. JFTR, paragraph U4102

80502. CGENERAL. A field duty status generally exists when a Mrine
participates in field training and incurs no special cost for messing and
billeting during the training. No per diemallowance is payable for these
peri ods, except under the follow ng conditions:

1. The senior commander of the exercise issues a statenent that Governnent
guarters an/or subsistence were not avail able during stated periods during
t he exerci se.

2. Cccasional neals or quarters are necessary.
3. Per diemis authorized by the Secretary of the Navy.

4. The Marine is engaged in the advance planning or critique phase of the
operation.

5. The Marine is assigned to a unit participating in the WestPac Unit
Depl oynment Program

80503. ORDERS PREPARATI ON. Include the statenent: "These orders involve
partcipation in field duty as defined in the JFTR " Specify the inclusive
dates during which the Marine will performfield duty. |If these statenents
do not appear, the Marine will be entitled to per diem

PART B: WESTPAC UNI T DEPLOYMENT PROGRAM

80511. TIME LIM TATI ON

1. Prior Approval Not Required - 210 Days or Less. Units participating in
the unit depl oynment programcan renain on tenporary (additional) duty up to
210 days without specific prior approval. This was approved by the Per Di em
Travel and Transportation Al owance Conmittee as PDC #1315 dated 1 May 1984.

2. Advance Approval Required - Mre Than 210 Days. Advance approval is
required for TAD of nore than 210 days. See JFTR, paragraph U2145. This
exception to policy is for extenuating circunstances normally resulting from
operational comitments or transportation schedule requirenents. This
exception pertains only to units involved in the UDP. |Individual Marines
sent TAD or held on legal hold fromunit deployment units must still request
authority to exceed TAD for nore than 180 days.
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80512. DEPLOYED PER DI EM RATES. The Secretary of the Navy has given the
Commandant of the Marine Corps the authority to prescribe per diemrates for
depl oyed units outside CONUS. CMC (FD) will publish these rates and issue
updates by ALMAR nessages. No deviations are authorized
1. Because enlisted personnel will be provided subsistence-in-kind in place
of the subsistence portion of the per diem allowance, reinbursenment for
occasi onal neals is not authorized.
2. Service nenbers attached to a deployed unit before 27 January 1983 are
entitled to depl oyed per di emwhen perform ng tenporary duty away fromtheir
per manent station. Those nenbers attached on or after 27 January 1983 are
entitled to per diem rather than deployed per diem when performng
tenmporary duty away fromtheir permanent station.

80513. ORDERS PREPARATION. Include the follow ng statenents:

Per diementitlenent authorized under depl oyed per diem all owance
for deployed units, per the JFTR, par. U4105-D and U4135.

Unit nessing is essential.
80514. EXCEPTI ONS TO ENTI TLEMENT. Depl oyed per diem allowances wil |
term nate at 2400 hours the day before one of the follow ng periods begin,
and will resume at 0001 the day after it ends:
1. Goup travel.
2. Concurrent TAD under separate TAD orders.
3. Leave.
4. Unauthorized absence.
5. In hands of foreign authorities.
6. Confinenent.
7. Treatnent in an al cohol or drug rehabilitation center.
8. Sick in hospital or dispensary as a bed patient or inpatient.
9. Enbarkment on or performance of duty aboard a ship.
10. TAD, when Governnent quarters an/or nessing is not available. See JFTR,

volume 1, chapter 4.

80515. PAYMENT PROCEDURES. Marines depl oyi ng under the WESTPAC Unit
Depl oyment Programon or after 1 May 1984 will be paid depl oyed per diem by
JUMPS/ MV,
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80516. TRAVEL CLAIMS. Marines only need to file a DD Form 1351-2: Trave
Voucher when:

1. The Marine incurs authorized BOQ BEQ charges while in receipt of
depl oyed per diem Receipts must be attached. See JFTR, chapter 4, and
MCO 7220. 39.

2. The Marine was assigned to an advance or rear party or perforned
concurrent TAD away from the depl oyed unit.

80517. ADVANCE/ REAR PARTI ES OR CONCURRENT TAD

1. Oders Requirenent. Separate TAD orders nust be issued. These orders
will cite the unit deployment or |ocal operations and mmi nt enance
appropriation, as applicable.

2. Advance Per Diem Advance per diem maybe paid, based on the applicable
locality rate for the anticipated period of duty.

3. Settlement. The Marine nust conplete and subnit a DD Form 1351-2 after
conpl eting such duty.

80518. PAYMENT OF NAVY/ OTHER SERVI CE PERSONNEL

1. Commanding Oficer. Take the follow ng actions:

a. Using a typewiter or ballpoint pen, prepare an original individua
unit depl oyment record (1 UDR) for each nenber pernanently assigned to the
deploying unit. Do this before nmaking the first deployed per di em advance.

b. Deliver these IUDR s and the original orders to the paying
di sbursing officer so the menber nay receive the initial advance paymnent.
After the paynent is nmade, the IUDR' s will be returned to your custody.

c. Record periods of nonentitlenent to deployed per diemon the | UDR as
they occur. You are not required to endorse orders for periods of duty under
field conditions. See figure 8-5-1

d. Wen the deploynent ends, imedi ately submt the travel clainms to
the permanent duty station disbursing officer

2. Disbursing Oficer. When paying advances of deployed per diemto nenbers
of other services, round amounts to the next |owest even dollar anount,
deducting for periods of nonentitlenent.

a. Local Disbursing Oficer. Upon arrival of a unit in WESTPAC,
establish a schedul e of per di em advances with the unit conmmander. This
schedul e shoul d be foll owed except in enmergencies or due to unforeseen
requi renents.

b. Permanent Duty Station Disbursing Officer. Before the unit deploys,
pay an initial 30-day advance. Conplete the appropriate portions of the
| UDR, then return it and the original orders to the commandi ng officer
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c. WESTPAC Di sbursing Oficer. Conpute and pay second and subsequent
advances at approximately 30-day intervals. Compute these advances on a
30-day basis, deducting for periods of nonentitlenent incurred during the
previ ous 30-day period. Conplete the appropriate portions of the 1UDR, then
return it and the original orders to the comuandi ng officer

3. Settlement of Travel Cdainms. Wen the deploynent ends, the commandi ng
officer will immediately submit all travel clains to the pernmanent duty
station disbursing officer for settlement. File copies of the conpleted
IUDR in the retain files and voucher returns.
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CHAPTER 8

TEMPORARY ADDI TI ONAL DUTY

SECTI ONS: ATTENDANCE AT MEETI NGS AND CONFERENCES
PART A: APPROVAL OF ATTENDANCE

80601. OBTAINED PRIOR TO MARI NE'S ATTENDANCE. The order-issuing authority
shoul d obtain approval before issuing orders to attend a neeting or
conference requiring a registration fee. Use the follow ng procedures:

1. Prepare an OPNAV 5050/ 11 to obtain approval for attendance and expenses.
Submit this request to the appropriate official listed below for approval:

a. Commandi ng General .

b. Director, Marine Corps Reserve Support Center
c. Directors, Marine Corps Districts.

d. Commanding O ficer, Marine Corps Finance Center

e. Director, Administration and Resource Management, Headquarters Marine
Corps for all Marines assigned or attached to Headquarters Marine Corps for
duty.

f. COMC (MMOS-4), for all commands/activities not under the
adm ni strati ve command of one of the above authorities.

(This authority may not be redel egated. Requests for changes or additions
to it may be requested in witing from CMC (FD) and rnust contain specific
justification.)

2. If circunstances dictate, you may i ssue a nessage or nake a tel ephonic
request to the approving authority to obtain approval. |If the request is

approved, prepare an OPNAV 5050/11 to confirmthe request. Explain the

ci rcunmst ances that prevented you fromsubnitting the formin advance. See

SECNAVI NST 4651. 8.

80602. FAILURE TO OBTAIN APPROVAL. |f approval of attendance has not been
obt ai ned before the Marine attends the nmeeting or conference, the conmmand
nmust request approval after-the-fact from CMC (MMOS-4) after obtaining the
OPNAV 5050/11 fromthe normal approving authority. |If approved, CMC ( MMOS-4)
will issue an approval -of-action letter for use as a supporting document for
the clai mand paynent.

PART B: ORDERS TO MEETI NGS/ CONFERENCES

80611. WHEN TO | SSUE TAD ORDERS. |ssue TAD orders when the neeting or
conference is outside the area of the pernanent duty station. Also issue
orders if within the area of the pernanent duty station but the Marine wll
not commute daily. See JFTR, paragraph U3500. When it is within the area of
the permanent duty station and the Marine will commute daily to attend the
nmeeting, TAD orders do not need to be issued.
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80612. ORDERS PREPARATION. |f approval of attendance is required, include
the follow ng statenent on the TAD orders, once approval has been obtai ned:

Funds not to exceed $ . for expenses required to
attend nmeeting were approved (Date) on OPNAV 5050/ 11
by (name and title of approving authority), as designated

by CMC. Registration fee of $ .____authori zed.

PART C. CLAI M5 PREPARATI ON AND SETTLEMENT

80621. FEDERALLY SPONSORED MEETI NGS OUTSI DE AREA OF PERMANENT DUTY

STATION. The Marine should prepare a DD Form 1351-2: Travel Voucher or
Subvoucher to claimattendance at a federally sponsored neeting outside the
area of the pernmanent duty station. These clains require the same supporting
docunments and are settled in the sane manner as clains for other TAD travel
See sections 3 and 4 of this chapter.

80622. FEDERALLY SPONSORED MEETI NGS W THI N AREA OF PERMANENT DUTY

STATION. The Marine should prepare an SF 1164: daimfor Reinmbursenent for
Expendi tures on Oficial Business to claimreinbursement for expenses
incurred. The Marine should list all expenses by date, item and anount,
wi th an expl anation of the expense.

1. The conmanding officer will furnish conplete accounting data in the
accounting area. The original SF 1164 nust be signed by the Marine and
approved by the authorizing officer.

2. Supporting Docurments. The original and two copies of the SF 1164.

3. Paynent. The Marine should submit the SF 1164 to the conmandi ng of ficer
who will forward it to the disbursing officer for paynent. |[If the disbursing
officer is not able to settle it, the claimmay be subnmitted to an inprest
fund cashi er.

80623. NON- FEDERALLY SPONSORED MEETI NGS QUTSI DE AREA OF PERMANENT
DUTY STATI ON

1. dainms Preparation. The Marine should prepare a DD Form 1851-2: Travel
Voucher or Subvoucher to claimattendance at a non-federally sponsored
nmeeting outside the area of the permanent duty station. See section 3 of
this chapter. 1In addition, the follow ng information should be included:

a. |Itens: Reinbursabl e Expenses/Charge for Deductible Meals. Indicate
the amount of the registration fees. Also, provide the date(s), an
expl anation, and the amount charged (enter NNC if no additional charge was
made) of deductible meals provided.

b. REMARKS Block. A statement as to whether or not the registration
fee included charges for neals (luncheons, banquets, etc.) and/or | odging.
If so, include the nunber of neals and the dates on which they were provided
and/ or the dates |odgi ng was provided.
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c. DED Blaock of ltem 3. Indicato the number of meals included in the registration fee.

£ REIMBITREABLE EXFENSES A HARGZEFDR DEDULTIDLE MEALY T fed Murr 2}
Thais Mot e and wxplapasian Ami Vlogmed Al g
LOrg fuAl A T beas [oroudmg im Rag fae Eh i
LR SUMMARY OF PATHENT
Lill2- 2 Jlwil, Meait [ne wdag (1 Hel Fau W Cer L em
LB L Arial Bapane

2. Supporting Docurments. These clains require the sane supporting docunents
and are settled in the sanme manner as clains for other TAD travel. In
addition: a receipt for the registration fee, if nmore than $25.

3. Paynent of Cdaim The disbursing officer servicing the Marine's
per manent duty station will pay these clains. Wen determ ning the anmpunt
due, the disbursing officer will:

a. Reduce per diemallowances for any nmeals and/or |odging costs
included in the registration fee.

b. Not pay anpunts exceedi ng the nmaxi mum authorized in the travel
orders, unless a suppl enental OPNAV 5050/ 11 has been approved and orders
amended.

80624. NON- FEDERALLY SPONSORED MEETI NGS W THI N AREA OF PERMANENT DUTY
STATI ON

1. Travel Orders Issued. The Marine should prepare a DD Form 1351-2:
Travel Voucher or Subvoucher to cover authorized transportati on expenses and
registration fees. See section 3 of this chapter

a. Supporting Docurments. The original and two copies of the travel
orders, a receipt covering paynent of the registration fee, if nore than $25,
and any other applicable receipts and certificates.

b. Paynent. The disbursing officer servicing the Marine's pernanent
duty station will pay these clainms. Wen deternining the anpunt due, the
di sbursing officer will not pay anounts exceedi ng the maxi mum anount
aut horized in the orders or approval -of-action letter, unless a suppl enental
OPNAV 5050/ 11 has been approved and the orders anmended. In any case,
however, the total payment cannot exceed the authorized transportation
expense prescribed in the JFTR, chapter 3, part F plus the registration fee.

2. Travel Orders Not Issued. The Marine should prepare an SF 1184: Caim
for Rei mbursenent for Expenditures on Oficial Business

a. Supporting (Docunents. The original and two copies of the OPNAV
5050/ 11, a receipt covering paynent of the registration fee when the anopunt
is nore than $25, and any other applicable receipts and certificates.

b. Paynent. The claimshould be subnitted to the inprest fund cashier
The inmprest fund cashier will not pay an anount exceedi ng the naxi mum anmount
aut horized in the orders or approval -of-action letter, unless a suppl enental
OPNAV 5050/ 11 has been approved and the orders anended. However, the tota
paynment cannot exceed the authorized transportati on expense prescribed in the
JFTR, chapter 3, part F plus the registration fee.
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>80625. REG STRATI ON FEES

1. The reinbursenment of registration fees may be authorized or approved when
required as a condition for attendance at neetings sponsored by Federa
agenci es or neeting of technical, professional, scientific, or other

non- Feder al organi zati on

2. \Wen a registration fee is required incident to attendance at a neeting
sponsored by a non-Federal organization, approval for attendance must be
obt ai ned on a NAVSO Form 12000/ 2: Request for Approval for Attendance at
Meetings. (See SECNAVI NST 4651.8.) When approval is obtained, the
registration fee and rel ated authori zed expenses are rei nmbursable subject to
the total cost linitation specified on the NAVSO Form 12000/ 2.

3. Wen the cost of quarters and meal expenses are included in the
registration fee, the portion attributable to quarters plus the anmbunt paid
to the Marine for neals and incidentals nust not exceed the all owance.

4. Menbership dues and fees for entertai nment, social events, or other
personal itenms (e.g., refreshnents, souvenirs, etc.) are not reinbursable if
separately identifiable but included in the total ampbunt of the registration
f ee.
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CHAPTER 8
TEMPORARY ADDI TI ONAL DUTY
SECTION 7: COURSES OF | NSTRUCTI ON

80701. COSTS I NCURRED FOR ON- DUTY COURSES. The TAD orders may incl ude
cost for paynent of on-duty course costs (tuition, hooks, etc.). the anopunt

of the advance will be the total cost of tuition, books, etc. Anpunts for
travel and per di em advances, in addition to course costs to be paid a
Marine, will be determined following the instructions in section 2 of this

chapter. The claim supported by the proper substantiating documents, will
be liquidated following the instructions in section 4 of this chapter

80702. DUTY UNDER | NSTRUCTI ON. When a Marine is assigned under PCS orders
to a school or installation as a student to pursue a course of instruction

of 20 weeks or nore at one location, the school or installation is deened a
per manent duty station. |[If the course is not conpleted, new orders are

i ssued prior to the expiration of the 20-week course.

>80703. TEMPCRARY DUTY UNDER | NSTRUCTI ON. See JFTR, paragraph U2145.
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CHAPTERS
TEMPORARY ADDI TI ONAL DUTY

SECTI ONS: CCOLLECTI ON OF OVERPAI D TRAVEL ADVANCES
WHEN TRAVEL FUNDED BY ANOTHER COMMVAND

80801. CGENERAL. A Marine may performtenporary additional duty (TAD) that
is funded by a command ot her than the Marine’'s pernmanent duty station

That command will provide the correct appropriation data to the Marine’'s
conmmand for inclusion on the orders.

80802. WHEN SETTLEMENT CANNCT BE LOCATED/ CONFI RVED. The fund admi ni strat or
of the activity funding the TAD nmay deternine that the travel has not been
settled 30 days after the estimated conpletion date of the orders.

1. When this occurs, the Conptroller should advise the Marine via the
Marine’'s Conptroller that unless a settlenent can be confirned or an
expl anati on of extenuating circunstances is provided, the Marine s pay
account will be checked for the anpbunt of the overpaynent.

2. If no confirmation is received or explanation provided, the Conptroller
of the funding activity should direct the closest disbursing officer to
check the Marine's pay account. (The Conptroller nust advise the disbursing
of ficer that the Marine has been notified.) The disbursing officer will use
t he di sbursing diary statenent shown in paragraph 140103 to check the

Mari ne’ s pay.

3. After entering the checkage, the disbursing officer will forward a copy
of the checkage action to the Marine via the Marine's comandi ng officer

4. Marine Transferred. Instances nay exist where the Marine is transferred
before the Marine's Conptroller is advised that settlenent nust be confirned
or an expl anation provided. (Again, the Marine's Conptroller is advised by
notice to the Marine via the Conptroller.) Wen this occurs, the follow ng
actions must occur.

a. The Conptroller of the Marine's previous duty station nust advise
the Conptroller of the funding activity of the Marine's transfer and that no
settl enment can be verified.

b. The Conptroller of the funding activity nust then advise the Mrine
via the Conptroller for the new Marine's permanent duty station that unless
a settlenent can be confirmed or an expl anati on of extenuating circunstances
provi ded, the Marine's pay account wll be checked for the anpbunt of the
over paynent .

c. Procedures described in subparagraphs 2 and 3 above are to be
followed if a settlement confirmation or explanation is not received.
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CHAPTER 9

EVACUATI ON ALLOWANCES

PARAGRAPH PACGE

SECTI ON 1: GENERAL

GENERAL. . . 90101 9-3

REFERENCES. . . . .. . 90102 9-3

SECTI ON 2: CLAI M5 FOR EVACUATI ON ALLOWANCES | NI Tl AL
PAYMENT OF PER DI EM

GENERAL. . . . 90201 9-5
COVPLETION OF THE DD FORM 1351-4. .. ... .. ... ... ... 90202 9-5
ADDI TI ONAL ENTRI ES WHEN DEPENDENTS DI VERTED WHI LE

ENRCUTE TO MARINE' S DUTY STATION. ..................... 90203 9-6
SUPPORTI NG DOCUMENTS. . . ... e 90204 9-6

SECTI ON 3: PAYMENT OF EVACUATI ON ALLOWANCE

PART A: PAYMENT OF EVACUATI ON ALLOWANCE

EVACUATI ON ALLOMANCE PAYMENTS. . ... ... .. i 90301 9-11

PART B: PAYMENT OF PER DI EM

FREQUENCY OF PAYMENT. . .. . .. e 90311 9-11
PREPARATION OF THE DD FORM 1351. .. ... ... ... ... ....... 90312 9-11
WHEN DEPENDENTS ENRCUTE TO MARI NE' S DUTY

STATI ON DI VERTED DUE TO EVACUATION. . .................. 90313 9-13
DEPENDENT TRAVEL RECORD. . .......... ...t 90314 9-13
ENDORSEMENT OF ORDERS. . . ... ... e 90315 9-13
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PARAGRAPH PACGE

DOCUMENT DI STRIBUTION. .. ... e 90316 9-13

DOUBTFUL CLAI M. . . . e e e 90317 9-14
FI GURE
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9-3-1 EVACUATI ON PAYMENT VOUCHER . . ... ... ... . i 9-15
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CHAPTER 9
EVACUATI ON ALLOWANCES
SECTI ON 1: GENERAL
90101. GENERAL. An evacuation is the ordered novenent or authorized
departure of the dependents of Marines froma special area when ordered or

aut horized by the State Departnent, the Joint Chiefs of Staff, or the
appropriate United States uniformed services commander

90102. REFERENCES. Conmmand and noncommand- sponsored dependents’ entitlenent
to the follow ng all owances are explained in the referenced paragraph of the
JFTR

Di sl ocation all owance Us5615
Transportati on of dependents u6005
Transportati on of househol d goods u6010
Transportation of privately u6015

owned vehicl es

Station all owances u6020
(see MCO P7220. 31 and P1080. 35 for

paynent procedures)

Per di em al |l owances for U025
conmmand- sponsor ed dependents

Fam |y separation all owance u6030

9-3



MCTI M

CHAPTER 9

EVACUATI ON ALLOWANCES

SECTI ON 2: CLAI M5 FOR EVACUATI ON ALLOMANCES/ | NI TI AL PAYMENT
OF PER DI EM

90201. CGENERAL. The Marine or the Marine' s dependents rmust submit a DD
Form 1351-4: Voucher or C aimfor Dependent Travel and Dislocation or
Trailer Allowance to claimevacuation allowances. This formwll also
support the initial payment of per diemto command-sponsored dependents
residing at or near the Marine's duty station.

90202. COWPLETION OF THE DD FORM 1351-4. See figure 9-2-1 for an exanple
of a claimfor evacuation allowances. Type or wite ' EVACUATED FROM (i nsert
pl ace)’ across the top of the form Leave the BUREAU VOU NO SUBVOUCHER NO
DO VOUCHER NO, and PAID BY bl ocks bl ank. Conplete the renmi nder of the
claimas foll ows:

Section Entry

PAYMENT FOR Check the box to the left of 'OTHER
(Specify)’ block, and enter 'EVAC ALW in
that block. Also, check the boxes to
the left of DLA and MONETARY ALWIN LI EU OF
TRNSPN Bl ocks, if applicable.

TRAVEL AUTHORI TY Enter the evacuation order or cite the
authority for the evacuation.

LAST NAME ...and SSN Pri mary dependent’s nane and social security
number .

CHECK MAI LI NG ADDRESS I ndi cate where the check is to be mail ed.

ORGANI ZATI ON AND STATI ON Enter the Marine's current duty station.

| : DEPENDENTS TRAVEL Li st each of the Marine's dependents who
evacuat ed.

a. Use the spouse’s given nane (e.g.,
Alice Norton instead of Ms. Ral ph Norton).

b. Enter each dependent’s relationship. Be
specific! (For example, w fe, husband,
daughter, stepson, parent.)

c. Include the children’s birthdates.

d. Do not conplete the MODE OF TRNSPN, FROM
and TO bl ocks when the claimis for
transportation of dependents, or initial
paynent of per diem for conmand-sponsored
dependent s.
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Section Entry
SI GNATURE OF CLAI MANT AND The individual submitting the claim
DATE must sign and date this bl ock
VI : DI SLOCATI ON ALLOMANCE Enter VA in the blanks in the first
par agraph. Enter a new paragraph as
fol | ows:

| 3. This evacuation dislocation allowance is payable per JFTR
| par agr aph U6035. 3 |

REMARKS Enter the followi ng statement in the REMARKS bl ock when
paying rates other the the travel per diem all owances
contained in the JTTR appendi xes B and J:

| Daily rate of evacuation allowances contained in this voucher

|1 authorized by the Per Diem Travel, and Transportati on Al owance
| Conmittee, Special Deternination No, dat ed

|

90203. ADDI Tl ONAL ENTRI ES WHEN DEPENDENTS DI VERTED WHI LE EN ROUTE TO
MARI NE' S DUTY STATI ON. Non-command sponsored dependents en route to the
Marine's duty station are not entitled to transportation all owances.

1. Type or wite the words ' DEPENDENTS DI VERTED across the top of the form

2. Reference the Marine's PCS orders and the docunent or oral authorization
all owing the diversion and related travel in the TRAVEL AUTII ORI TY bl ock

90204. SUPPORTI NG DOCUMENTS. The fol |l owi ng docunents support clains for
evacuation al |l owances:

1. The original and two copies of the evacuation or diversion orders or
certificate in lieu of orders, as applicable. These orders will cover the
travel of dependents fromthe place where travel originated to the safe haven
or designated pl ace.

2. A statenment by the commander of the safe haven |ocation authorizing the
dependents’ delay in | eaving the safe haven after they had been offered
transportation to a designated pl ace.

3. The original and two copies of the certificate of the conmandi ng of ficer
at the evacuation |location. Wen transportation of a Marine' s dependents is
aut horized, a Certificate in Lieu of Orders will support clainms for travel

at personal expense. (A copy of this certificate appears in figure 4-2-2 and
maybe reproduced locally.) The Conmandant of thc Marine Corps, the
commandi ng of ficer of the safe have or designated place, or the commuandi ng

of ficer at the permanent duty station will conplete this this form It can
be used when the dependents travel to

a. a safe haven location,
b. a designated pl ace,
c. a designated place froma safe haven |ocation, or

d. the station fromwhich the dependents were evacuated froma safe
haven or designated pl ace.
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4. Copies of any Per Diem Travel, and Transportation Al lowance Conmittee
speci al per diemauthorization establishing a daily rate of per diem other
than the travel per diemallowance prescribed in the JFTR, volunme 1,
appendi xes B and D
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.Ddetarminabe TDY.
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¢ [Wharattachmants will ba directed.

REMARKS | ENTER WHEN DAILY RATE ISOTHER
THAN THAT FPECIFIEDIN JFTR.
APPNE B ANDJ.

"Daily rate of evacuation allowances contalnad in this voucher authorized by the PER DIEM,
Travel and Transportation Allowance Commiitee Bpecial Delermination No. dated ar

X. APPROYED FON PAYMENT (Whart rigured by ingividisal SIGNATURE OF AUTHONIZED AMPROWING CERTIFYING DEFKER

service reguiaticr. ) hDATE

Figure 9-2-1.--Claim for Evacuation Allowances-—-Continued.
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CHAPTER 9

EVACUATI ON ALLOWANCES

SECTI ON 3: PAYMENT OF CLAI M5

PART A: PAYMENT OF EVACUATI ON ALLOWANCE

90301. EVACUATI ON ALLOMANCE PAYMENTS. The Marine or the Marine's primary
dependent must submit a DD Form 1351-4: Voucher or d aim for Dependent Travel
and Dislocation or Trailer Allowance to claimevacuation allowances. This
formal so supports a claimfor the initial paynment of per diem The claim
nmust be supported by the docunents listed in paragraph 90204.

PART B: PAYMENT OF PER DI EM

90311. FREQUENCY OF PAYMENT

1. Initial and Second Paynents. Make an initial paynment of per diem 15 days
after the dependents arrive at the designated place or safe haven | ocation.

2. Subsequent Paynments. The Marine’'s dependents are entitled to per diem
paynments as descri bed bel ow. Wen neki ng paynents, continue to endorse the
travel orders.

a. Dependents at Safe Haven Location. Mke a third and subsequent
paynent of per diemat the end of each 15 day period after the second
paynment is nmade. Paynents are subject to the limtations of the JFTR
par agr aph U6025.

b. Designated Place. Per diemallowance paynents in excess of 30 days
nmust be approved by the CMC.

90312. PREPARATION OF THE DD FORM 1351. See figure 9-3-1 for an exanpl e of
a voucher used to pay an evacuation allowance. Prepare a DD Form 1351:
Travel Voucher as a paynent voucher of per diem allowances. Type or wite
the words ' EVACUATED FROM (insert place)’ across the top of the form Then,
conplete the formas follows:

Secti on/ Bl ock Entry

BUREAU VOUCHER NUMBER, Sel f - expl anat ory.

D. O VOUCHER NUMBER,

and PAI D BY

I : PAYMENT FOR In block 9, the words ' EVACUATI ON PER DI EM

ALLOMNCES . Check the box next to it.
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Secti on/ Bl ock Entry

[1: 1 NDI VI DUAL PAYMENT

1. PAYEE Nanme of the Marine's prinmary dependent
and the relationship to the Marine.
(Enter the name of the designated
representative for the mnor children,
foll owed by the Marine's nane, if

applicable.)
3. MSN SSAN Marine’'s SSN
5. TRAVEL ORDER Ref erence the authorization for the

evacuation, Include by the nane of the
order-issuing activity and the nunber of
and the date of the orders, if issued.
Enter the payee’s address at the safe
haven location in the right portion of
the block, if a check needs to be nuail ed.

7. CHECK NUMBER Check nunber

8. CHECK DATE, 10. DATE PAID No entry required if this can be
determ ned fromother information on the
check.

V: REMARKS Show your conputations. Include the
nunber of days and the inclusive dates,
the rates at which payable, and
appropriate deductions for Governnent
quarters.

On the second paynment of per diem

al | onances, and on paynents after that,
list previous payments. Include the
voucher number, the activity synbol
nunber, the anmount paid, and the date
pai d.

The Per Diem Travel, and Transportation
Al l owance Committee nmay authorize rates
other than the travel per diem allowances
in the JFTR, volume 1, appendi xes B and J.
When this occurs, enter the follow ng

st at enent :

Daily rate of evacuation all owance
contained in this voucher authorized
by Per Diem Travel, and
Transportation Al |l owance Comittee,
Speci al Determ nati on No.

dated___
VI : ACCOUNTI NG Appropriation data chargeabl e, consi stent
CLASSI FI CATI ONS wi th NavConpt Manual, volume 2.
AMOUNT PAI D Amount paid. This should equal the anpunt

charged in section VI.
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90313. WHEN DEPENDENTS EN ROUTE TO MARI NE' S DUTY STATI ON DI VERTED DUE
TO EVACUATI ON. ©Make the foll owing additional entries on the DD Form 1351.

Bl ock/ Secti on Entry
I : PAYMENT FOR In block 10, enter ' DEPENDENTS DI VERTED .

Check the box next to it.

[1: 1 NDI VI DUAL PAYMENT

5. TRAVEL ORDER Reference the Marine’'s PCS orders and the
docunent or oral authority authorizing the
di ver si on.

6. ADVANCE OF TRAVEL
ALLOMNCES. . . Explain the related travel.

90314. DEPENDENT TRAVEL RECORD. Record paynents of evacuation all owances

on the NAVMC 118(21): Dependent Travel Record (page 21). This formis filed
on the left side of the pay record. |If your finance office does not maintain
the Marine's pay record, forward a copy of the payment voucher to the finance
office that does. Verify the anmount paid against the Marine' s nonthly anopunt
of BAQ entitlenment and nake any required adjustnent.

>90315. ENDORSEMENT OF CORDERS. Endorse the travel orders or certificate,
whi chever was issued the Marine' s dependents, when paying evacuation
al | owances and each tine paynent of per diemis nade.
1. Include the follow ng infornmation:

a. the date of paynent

b. the anount of paynent

c. the voucher nunber

d. DSSN
2. Return the original orders or the certificate, as applicable, and a copy
of the paid travel voucher to the claimnt.
90316. DOCUMENT DI STRI BUTI ON
1. Financial Returns. Forward the original claimpaynment voucher with the
finance officer’s financial returns. Attach a copy of the original orders

and/ or certifying docunents as substantiation.

2. Retain Copy. File one copy of the supporting docunents and the forns
used to process the claimw th your retain records.

9-13
Ch 1



MCTI M

3. Control Copies. Forward a copy of each voucher used to pay evacuation
al  owances to the DFAS-KC (EYCT), Kansas City, MO 64197-0001.

4. Accounting Copies. Distribute the accounting copies of all fornms used to
process the claimfollowi ng the instructions in the NavConpt Manual, vol une
4, chapter 6, part 1, section II.

90317. DOUBTFUL CLAI MS. Process doubtful clainms follow ng the instructions
in chapter 2, section 5, of this Munual.
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EVACUATED FROM KANEQHE BAY, HI

TRAVEL YOUCHER 1240 AUKEAL YOUCHER NUMBER o0, WAUCHER MOL
( j 372901
l. PAYMENT FOR PAIDBY
1 AITYAKNCE OF TRAVEL ALLOWANCE S (TOT/TAC) G THANSPORTA TICM OF DEPENOLNIS DO, KANEQHE RAY
2 ATFANCE OF TRAVEL 8L LOWANCES (PL5) F.DisLOCATION 2 LLIWKANCT VO Nov 1987
). ACERUED PER DIEM FOR TOVTAD 8 IRAILEA ALLDYWANCE SYMBOL L)1
& SETTREMEM| OF TOY TAD TRAVEL 9 EVADATION PER DIEM ALLOWANCES J AAN 67443
§ SCTTLEMENT [k L5 TAAVEL 1.
Il INDHWIDU AL PAYMENT
1.PAYEE (Last Name, Kirtr, Midgie, inimual) 7. RANK OR GRADE l 3 W SRSEAN
| THEREHEGUES, J amin Suiuie: EYYESECE ] —
4, CRGAKITATICN BND §TATICH
S TRAWEL DALER
| v s ANSATT Moy BT
B ADYANLE OF TAAVEL ALLCWANEFE ELECTED B ARDWE-NARED MENBEQ A% HO4LLOWS,
. LIECK MLIKMBER A CHECE CATE g AN PRID 10, 0&E PAIO V1 MECEIMED IM CALH [Sigrdlurd OF payee)
5887002
. PAYMENTS CONSOLIDATED ,i
1.PER SUBYDLUCHE R R, THAOWGH ATTAGHED. I PR T:u.wluc-wnucc PAYMENT LISTS ATIACHED
Iv. APPROVED FOR PAY MENT (Wher réquived by individual servifle reguiations)
1. TYPED NARF ARD TIT.E 2. WGMATLIRE
LSEIN f
V. REMARKS | CONJUNCTION
WITH CASH PMT
NOTE: THISSECTION IS
TOBE UTILIZED AS OUTLINED
IN PARAGHAPH 1T0202.11.
v ACCOUNTING CLASSIFICATIONLS)
APPEOPRAATION OBrECT BUREAY AUTH ACCTG FROFERTY
¥ MANOL LMD SUBHEAD Cints CON RO WD ALTIITY T PE ALCT'G ACTY [T LODE aMOuNT
17-1108.9783 oL Lasdn H000ET D COHMID DM 4125 $204.11
SHOW APPROPRIATE FY
ELHAPUTED BY AUDITLD BY FOSTED T0 TVLRECCHAD A GATE ENTERED AMOUNT PAID
FTLERE]
FORMW
DD s T35 7-MC roas arracveD gy COMPTROLLER GENERKL U5, 1 JUNE 1965 UM B1D2-LF-01 32500

Figure -3-1.--Evacuation Paymeni Veucher.
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CHAPTER 10
ELAPSED TI ME
SECTI ON 1: GENERAL

PART A: REQUI REMENT TO REPORT ELAPSED TI ME

100101. REFERENCES. DODPM JFTR, MCO P1000.6 (ACTS Manual ), MCO P1050. 3,
and MCO P4600.7 (Marine Corps Transportation Manual).

100102. REPORT ELAPSED TIME. El apsed tine accounts for the tine between
the date the Marine detaches/departs the previous duty station and the date
t he Mari ne:

1. Joins a new parent command.

2. Reports to a tenporary duty site when the Marine is performng tenporary
dutv en route in connection with PCS orders and (1) will remain there for 45
days or nore or (2) the Marine's separation is directed for any reason while
the Marine is performng tenporary duty there. Wen a Marine perforns
tenporary duty en route PCS, the day of reporting equals the date joined.

3. Joins a tenporary duty station if the Marine (1) will remain there for
45 days or nore or (2) the Marine's separation is directed for any reason

while the Marine is performng tenporary duty there. This does not apply

when a Marine is performng tenporary duty en route in connection with PCS
orders (see subparagraph 2, above).

4. Joins and is reassigned on PCS orders and renains in the same reporting
unit.

5. Joins while settling a travel claiminvolving | ost original orders.

(If a Marine reporting for a period of tenporary duty en route PCS and wil |l
remain there for 45 days or nore, the date the Marine reported equals the
date joined. See paragraph 100322.) These nust be supported by copi es of
the original orders or a statenent by the order-issuing authority and the
traveler’s statement. Use the itinerary reflected on the DD Form 1351-2:
Travel Voucher or Subvoucher

100103. MARINE FAILS TO SUBM T TRAVEL CLAI M

>PCS. Construct a Marine's el apsed tine based on known facts when a Marine
fails to submt a travel claimw thin 30 days of reporting to a new
permanent duty station. (There is no requirement to report el apsed tinme on
the 30th day after a Marine reports to the duty site. |If a Marine has
submitted the travel claimby the 30th day, elapsed tine should not be
constructed.)

a. Determine the date the Marine detached the previous permanent duty
station and the date the Marine joined the present PDS. Page 1 of the JP
screens on the VIS will provide this informtion

b. Alow 1l day of traveltine.

c. Allow 4 days or proceed tine, if authorized and if 4 or nore
consecutive days remain fromthe date of detachnment to the date joined. If 4
days do not remain, allow as many as possible, if authorized.

~d.  Unless unusual circunstances exist, consider the remai nder of the
time as | eave.
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e. Report the elapsed tine disbursing diary statement (TTC 520) based
on this constructed time, following the instructions in paragraph 100301
The el apsed tine reported nmust not exceed 45 days.

2. TAD. Wwen a Marine authorized |eave in connection with TAD fails to
submit a travel claimwithin 30 cal endar days after returning to the

per manent duty station, assume that the | eave had been taken, and charge the
Marine’s | eave account accordingly,

100104. MARINE FAILS TO REPORT. Do not report the elapsed tinme for a Marine
who fails to report by the due date stated in the orders until

1. The Marine's absence is excused as unavoi dable. You nmust receive the
Marine's travel orders, endorsed by the commandi ng officer, with the
statenent indicated in paragraph 100133. 1c.

2. A Marine who had been UA less than 30 days is joined to a duty status by
t he new command and submits a travel claim

3. The Marine is declared a deserter, and the authorized el apsed tinme for
that Marine appears on the Systens Exception Report (SER).

100105. DOUBTFUL CLAIMS. Do not report elapsed tinme for a doubtful claim
that has been forwarded to the DFAS-KC for entitlenment determ nation unless
you are sure the itinerary on the claimis valid. Once the DFAS-KC s

determ nation is received, the elapsed tine nay be reported, if not yet done.
If it has been, verify its correctness.

PART B: DATES | DENTI FI ED

100111. DATE OF DETACHMENT. The date the Marine detaches the pernmanent

duty station is used to conpute a Marine's el apsed tine, unless the Marine
physically departs before the date shown on the PCS orders. The earliest of
these two dates is considered the date of detachnent, which is a day of duty.

100112. REPORTI NG DATE. The date the Marine reports to the new pernanent
duty station (or tenporary duty point en route) is the reporting date. You
shoul d verify the date shown on the Marine's itinerary with endorsenents to
the Marine’s orders.

1. The reporting date to a new permanent duty station is counted as a day
of travel

2. The reporting date to a tenporary duty station en route PCS is counted as
a day of duty.

100113. EFFECTI VE DATE OF ORDERS. The effective date of orders is the date
the Marine nust begin travel in order to arrive at the appointed place. It
est abli shes a working date which affects virtually all travel entitlenments.

1. Transfer from Qutside CONUS to CONUS. Conpute the effective date using
the date of detachnment fromthe internediate station to the new per manent
duty station.

2. Transfer from CONUS to Qutside CONUS. Conpute fromthe date the Marine
reported to the internediate station
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3. Leave Taken Qutside CONUS. Base the effective date on the constructive
date of arrival at the internediate station in order to arrive at the new
per manent duty station at the time and date required.

4. Retirenent or Separation. The actual date of retirenent or release from
active duty.

5. Orders Expressing Haste. The date the orders are received.

PART C. PROCEED TI ME

100121. REFERENCE. See MCO P1000 6 (ACTS Manual ), chapter 4. A Marine who
is entitled to proceed time my be ordered to performtenporary duty en route
to the new permanent duty station. This proceed tine nust be taken either
before or after the tenporary duty; it cannot be split between both. [If full
credit of proceed tine cannot be granted, give the Marine credit for as much
time as possible. Proceed tinme begins on the day after the date of
detachment fromeither the old permanent duty station or the temporary duty
site.

PART D: COVMANDI NG OFFI CER' S RESPONSI BI LI TI ES WHEN MARI NE PERFORMS
TEMPORARY DUTY FOR 45 DAYS CR MORE, | S SEPARATED AT TAD/ TDY SI TE,
OR FAI LS TO REPORT

100131. AT THE TEMPORARY DUTY SITE. Wen a Marine reports for tenporary
duty for 45 days or nore, or when a Marine is separated fromactive duty at
a TAD/ TDY site, take the follow ng actions:

1. Duty for 45 Days or More

a. Mke sure the Marine conpletes part | of the NAVMC 11108: Menmorandum
Endor senent .

b. Have the Marine sign the appropriate line of the form The
commandi ng of ficer or a designated representative nmust sign this to certify
it.

> c. Forward the original and one copy of the NAVMC 11108 to the finance
officer. Include the original and one copy of the Marine's orders.

(The finance corner will conmpute and report el apsed time, conplete part |1 of
the form and return it.)

d. At the end of the Marine's tenporary duty, return the formto the
Marine. The Marine will need this formto support the travel claimand to
account for the elapsed tinme that has been reported.

2. Separated From Active Duty. Mke sure the outstanding travel claimis
settled before the Marine is separated from active service.

100132. AT THE PERMANENT DUTY STATION. When a Marine reports to a
permanent duty station froma travel status, subnmit the follow ng docunents
to the finance officer for settlenent:

1. original and three copies of PCS/ TAD orders with all endorsenents.

2. DD Form 1351-2: Travel Voucher or Subvoucher.

3. DD Form 1351-2C:. Travel Voucher or Subvoucher (Continuation Sheet), as
required.
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4. DD Form 1351-4: Voucher or O aimfor Dependent Travel and Di sl ocation or
Trailer Al owance, as required.

5. SF 1164: daimfor Reinbursement for Expenditures on Oficial Business,
as required.

100133. WHEN THE MARI NE FAILS TO REPORT. MCO P1080. 35 expl ains the
reporting requirenents when a Marine fails to report by the due date stated
in the orders and the Marine’'s whereabouts or reason for not reporting are
unknown.

1. Marine Returns To Mlitary Contro

a. Determ ne whether the period of absence in excess of the proceed,
delay, and traveltime authorized in the travel orders will be excused as
unavoi dabl e.

b. Report unexcused absences follow ng the instructions in MCO P1080. 35.

c. Include the following statenent in the reporting endorsenent of the
Marine's orders, regardl ess of whether the absence was excused:

The period of absence in excess of authorized
proceed, delay, and/or traveltinme from
t hr ough is/lis not excused as
unavoi dabl e.

2. Marine Declared a Deserter. Report it following the instructions in
MCO P1080.35. Include a history statement with the inclusive dates of
proceed, delay, and traveltine, as authorized by the orders.

PART E: FI NANCE OFFI CER S RESPONSI Bl LI TI ES WHEN MARI NE PERFORMS
TEMPORARY DUTY FCOR 45 DAYS OR MORE

>100141. AT THE TEMPORARY DUTY STATI ON
1. Supporting Documents
a. Oiginal and one copy of the Marine' s orders.

b. Oiginal and one copy of the NAVMC 11108: Menorandum Endor senent -
Certification of Accountability for Elapsed Tine- TAD 45 Days or Mre. The
Marine should conplete and sign Part | of this form and it must be certified
by the commandi ng of ficer or designated representative.

2. Action

a. Conmpute the elapsed tinme between the date the Mari ne detached the
previous duty station and the date the Marine joined the tenporary duty
station. (If the Marine is performng TDY en route PCS, the day the Marine
reports to the tenporary duty station is considered the date joined. See
par agraph 100302.)

b. Conplete part Il of the NAVMC 11108.

c. Report the elapsed tine. Use the disbursing diary statement TTC 520,
as shown in paragraph 100301. See paragraph 100313.
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d. Retain the duplicate COPY of the NAVMC 11108 with the duplicate
di sbursing diary (either on-line or EUCE), as directed by MCO P7220. 31,
chapter 8, section 3.

e. Attach the original NAVMC 11108 to the original orders and
endorsenents. Return these to the applicable tenporary duty station
commandi ng of ficer.

>100142. NAVMC 11108 NOT RECEI VED BY FI NANCE COFFICE. When a Marine reports
for a period of TAD or TDY of 45 days or nore, the commandi ng of ficer should
join the individual at the TAD TDY site, following the instructions in
chapter 3 of the MCO P1080.35. The commandi ng of fi cer should al so prepare a
NAVMC 11108, as directed by paragraph 100131, and forward it to the finance
of ficer for accounting of the elapsed tinme. |f the commandi ng of ficer

does join the Marine, but fails to submit the NAVMC 11108 to the finance
officer, a statenent will appear on the finance officer’s ICR This
statement will notify the finance officer that the Marine was joined but

el apsed time was not reported. When this statenment appears, the finance
of ficer should take the follow ng actions:

1. Request the commanding of ficer submit the NAVMC 11108 for this Marine.
2. If that is not a possibility or no response is made within 3 working
days, construct the Marine's el apsed tinme based on known facts. Page 1 of
the JP screens on the VIS will provide both the date of detachment fromthe
per manent duty station and the date joined at the TAD TDY site.

a. Allow !l day of traveltine.

b. Alow 4 days of proceed tinme, if authorized and if 4 or nore days
remai n between the date of detachment and the date joined the TAD TDY site.

c. Unless unusual circunmstances exist, consider the renni nder of the
time as | eave.

3. Report the elapsed tine disbursing diary statenment (TTC 520) based on this
constructed tine.

4. Conplete the Marine's name in paragraph 1 of part | and all of part Il of
the NAVMC 11108. Forward the original to the applicable unit, and retain the
duplicate copy with the duplicate copy of the disbursing diary, as directed
by the MOO P7220, 31, chapter 8, section 3.
>100143. AT THE PERMANENT DUTY STATI ON
1. Supporting Documents

a. Oiginal and three copies of all PCS/ TDY orders.

b. Oiginal and one copy of the NAVMC 11108.

c. Copies of previously paid vouchers.

2. Action

a. Conmpute all periods of proceed, delay, and traveltinme not previously
reported by the finance officer at the TDY site.

b. Report the elapsed tinme. Use the disbursing diary statenent TTC 520,
as shown in paragraph 100301. (If any periods of el apsed tinme had been
reported in error, correct them now. )
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c. Return the original orders with copies of all vouchers to the
conmandi ng of ficer for delivery to the Marine. This package shoul d be
copied and flied in the service record as a | eave docunent, if applicable.

d. Forward a copy of the Marine's orders to support the claimand
paynment voucher (DD Form 1351-2 and 1351) an/or copies of certificates and
docunents, as appropriate, with the finance officer’s financial returns.

e. File a copy of the orders with a copy of the conpl eted voucher
form(s) and/or certificate(s) in your retain files.

f. File copies of the travel vouchers which show el apsed tinme and | eave
in connection with TDY in the Marine's pay record until the proceed, delay,
and traveltine appear on the Marine’s LES. Once this data appears correctly,
renove and destroy the travel vouchers.

g. Account for and dispose of all GIR s and unused tickets subnmtted by
the Marine, following the instructions in MCO P4600. 7C.

>100144. PAYMENT OF CLAIMS. Conpute a Marine's entitlenent and pay the
claimfollowing the instructions in the DODPM JFTR, NavConpt Manual, and
t his Manual .

1. Systenms processing will settle proceed rations, |eave rations, and BAQ
(own right), and post these to the MWA. The Marine will be paid for these
entitlenents on the first regularly schedul ed payday after systens
acceptance. Al other entitlenents will be locally determ ned and nmanual |y
paid. (The commandi ng officer nmay approve the |ocal and i nmedi ate payment
of proceed and | eave rations and BAQ (own right) in energency situations.)

2. The servicing finance officer will manually settle clainms for periods of
TAD (non-PCS connect ed).
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CHAPTER 10
ELAPSED Tl ME

SECTI ON 2: TRAVELTI ME ALLOMNCES

PART A: OFFI Cl AL DI STANCES

100201. OFFIClI AL DI STANCES. Use the follow ng sources to determine the
of ficial distance between the point of origin and point of destination

1. The Oficial Table of Distances (OID) is the first source you should
consult. The Commander, U.S. Arny Finance and Accounting Center publishes
the OID. Its distances are over the shortest usually travel ed hi ghway routes.

2. The Standard Hi ghway M| eage GQuide (SHM3 will aid you in computing
di stances when you cannot find the entire distance in the OID. Use the OID
as much as possible, however, and the SHVG as a suppl enent.

3. If you cannot deternine the nmileage fromthe OID and SHMG prepare a DD
Form 753: Official Travel Distance. Forward the original and three copies

to the Conmander, U.S. Arny Finance and Accounting Center, ATTN. SAFM FAP- PT,
I ndi anapolis, IN 46249. Keep one copy in a suspense file until you receive a
response.

PART B: AUTHORI ZED TRAVELTI ME

100211. AUTHORI ZED TRAVELTI ME. Determined before the Marine begins travel
aut horized traveltinme is based on a specific node of transportation. The
aut hori zed traveltinme nust appear in the Marine's orders. It is the maxi num
time a Marine nmay use to travel between duty stations.

100212. ELAPSED TI ME LESS THAN MAXI MUM ALLOMBLE TRAVELTI ME. A Mari ne

may not always use as nuch tinme fromthe date of detachnent to the date of
reporting as allowed. When this occurs, the tine the Marine actually uses
beconmes the all owabl e traveltine. For exanple, a Marine detaches on 5 June
and is entitled to 5 days of traveltine and 4 days of proceed. The Marine
reports to the new duty station on 12 June. |In accounting for the el apsed
time, 6 through 9 June is considered proceed tine (4 days), and 10 through 12
June (3 days) is considered traveltine.

100213. CONSTRUCTI VE TRAVELTI ME. Constructive traveltine is the tine
necessary to performthe ordered travel. It is based on the distance
travel ed by each type of transportation used.

1. To calculate constructive traveltine, determ ne the distance(s) travel ed
by private autonobile (PA) first. Next, determi ne the distances travel ed by
commercial bus (CB), commercial railroad (CR), and comercial plane (CP).

It does not matter in what sequence the Marine used these npdes.
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2. The total distance cannot exceed the ordered di stance. For exanple, the
official ordered distance of a Marine’s PCSis 1,000 niles. The Mrine
proceeds to the new duty station by a circuitous route, traveling 875 by
private autonobile, 250 by conmercial bus, and 500 by commercial plane. None
of the travel by comercial plane is considered when determnining the
constructive tine, and only 125 nmiles travel ed by conmercial bus is
consi der ed.

100214. ALLOMBLE TRAVELTIME. Deternined after travel is conplete.

Al l owabl e traveltime equals the constructive traveltine, except when the
constructive traveltime exceeds the actual nunber of days between the

det achnment and reporting dates. For exanple, a Marine issued PCS orders is
allowed 5 days to travel 1,750 mles by private autonobile. The Marine does
performtravel by POV, but only uses 4 days of the tine allowed. Wile the
constructive traveltime is 5 days, the allowable time beconmes 4 days.

100215. TRAVELTI ME ON TEMPORARY ADDI TI ONAL DUTY. \When a Marine is
authorized to travel to a TAD station by POC as nore advantageous to the
CGovernment or by Governnent vehicle, conpute traveltine as is for PCS travel

100216. | NSUFFI ClI ENT TI ME TO COVPLETE TRAVEL. The Marine nust provide the
commandi ng of ficer at the tenporary duty station/new permanent duty station
a certificate stating the allowable traveltime was not enough to conplete
the travel. The Marine nust fully explain the reasons for the del ay.

If the delay was for reasons beyond the Marine's control, the conmanding

of ficer may authorize additional traveltine for the actual period of delay

or for a shorter period deermed appropriate. Exanples of plausible reasons for
the delay include: acts of God, restrictions by Governnent authorities,
difficulty in obtaining fuel for privately owned conveyance. Del ays caused
by i nconveni ence or personal desire are not considered.

PART C. ALLOMNCES WHEN TRAVELI NG BY VARI OQUS MODES OF TRANSPORTATI ON
100221. GOVERNMENT AUTOMOBI LE. A Marine traveling by Governnent autonobile

is all owed

the actual tine needed to travel over the nost
direct route, including necessary del ays, or

the tine that the Marine would be allowed if
travel i ng by POC.

100222. GOVERNMVENT CONVEYANCE ( BESI DES AUTOMOBI LE) / TRANSPORTATI ON
REQUEST. A Marine traveling by Government conveyance or a transportation
request is allowed the actual time needed to travel over the nobst direct
route, including necessary del ays.

100223. TRANSCCEANI C TRAVEL. A Marine performng transoceanic travel is

al l owed the actual tinme needed to travel, including necessary delays at the
ports of enbarkation and debarkations. Transoceanic travel, including trave
to and from Al aska and Hawaii, is usually done in a duty status. Travel

performed outsi de CONUS between ordered points of travel is conputed according
to the allowance for the type of transportation used.
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PART D: COWVPUTI NG TRAVELTI ME

100231. CGENERAL. Deternine the nunber of days allowed for official travel
after the Marine conpletes travel. Do not consider distances travel ed that
exceed the official distance. The remainder of this part and figure 10-2-1
explain how to calculate the allowable traveltine.

100232. TRAVEL BY PRI VATELY OAMNED CONVEYANCE. Al l ow one day of traveltine
for each 350 nmiles traveled by POC. For any fraction of 350 mles in excess
of 175 niles, grant an additional day. For exanple, 525 miles = 1 day;

526 mles = 2 days). Conpute as foll ows:

STEP 1 What is the official distance of the
ordered travel ?

STEP 2 How many niles were travel ed by POC?

a. If nore than one segnent of travel
was by POC, add those di stances together.

b. Disregard travel perforned within

the vicinity of the ol d/ new duty stations,
within the vicinity of a | eave point, or
froma leave point if the Marine returns
to that |eave point.

c. The POC di stance nust not exceed

the official distance. |If it equals the
official distance of the ordered travel,
no ot her node can be considered. If it
does not, subtract the POC distance from
the official distance.

STEP 3 Conput e the nunber of days all owed for POC
travel. Use the chart bel ow

| M LEAGE TO DAYS CONVERSI ONS CHART]
M LES DAYS ALLOWED

I

I

| 1- 525
| 526- 875
| 876- 1225
| 1226- 1575
| 1576- 1925
| 1926- 2275
| 2276- 2625
| 2626- 2975
| 2976- 3325
| 3326- 3675
I

QOO ~NOoOUTA,WNEPE

[
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100233. TRAVEL BY COMMERCI AL SURFACE TRANSPORTATI ON. Al |l ow one hour of
traveltime for each 40 miles travel ed by conmercial surface transportation
Conmput e as foll ows:

STEP 1 How many miles were travel ed by conmerci al
surface transportation? This nmust not be
nmore than the nunber of niles remaining
on the official distance after you have
deducted the POC distance.

STEP 2 Di vide the all owabl e di stance by 40 to
determ ne the nunber of hours all owed.

STEPS If no other type of commrercial transpor-
tation was used, divide the nunber of
hours by 18 to determ ne the nunber of
days all owed for comercial transportation

100234. TRAVEL BY COWERCI AL AIR. Al ow one hour of traveltime for each
500 mles traveled by commercial air. Conpute as foll ows:

STEP 1 How many niles were travel ed by conmerci al
air? This nmust not be nore than the nunber
of miles remaining on the official distance
after the POC and commercial surface distances
are deduct ed.

STEP 2 Di vide the all owabl e di stance by 500 to
determ ne the nunber of hours all owed.

STEP 3 Add t he nunber of hours used for conmerci al
surface transportation (if any) to the nunber
of hours used for comercial air
transportation.

STEP 4 Divide the total nunber of hours by 18 to
determ ne the nunber of days all owed for
conmmer ci al transportation.

100235. TOTAL ( CONSTRUCTI VE) TRAVELTIME. Add POC traveltinme to commerci al
traveltinme. (Regardless of the nunber of npdes of transportation used, only
1 day is allowed if the official distance is |l ess than 526 niles.)

PART E: EXAMPLES OF TRAVELTI ME COVPUTATI ON

100241. FIGURES. Figure 10-2-1 is a sanple traveltine conputation sheet.
Fi gures 10-2-2 through 10-2-6 show how traveltine is calculated in five
di fferent situations.

100242. TABLES. Tables 10-2-1 through 10-2-3 provide instructions on
calculating a Marine's traveltine.
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Drders:

Minerary:

5Jan
fJdan

22Jan
25Jan

3 Jan
Ildan

PCS. ...

DEP
ARR

DEP
ARR

DEP
ARR

Official ordered distance . . . . . 2,852 miles

TIME

0800
DERO

0860
1200

oTon
Q800

PLACE MODE

from MCAS, Cherry Point, WG, to MCRD, San Diego, CA | ..

QTD DISTANCE

MCAS, Cherry Point, NC  POC
Detroit, MI

Detroit, MI POLC
Oceanside, CA

Oceanside, Ca rOC
MCRD, 3an Diega, CA

Total POT

265 ¢

(2,662}

*  When the Marins travels the entire distance by POC, traveltime is based on the officiel ordered

distance.

Constructive Traveltime Computation:

Crdered distance , , . 2,662

2 2,652 (2,652 divided by 350 = 7 days with 202 miles
remaining, er Bdays) = Bdays (POC)

Tatal PGC . .. Bdays

Totai Constructive Traveltime . .. Bdays

Allowable Traveltime | . . Bdays

Figure 10-2-2 --All Travel Performed by POC,
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Marine's Neme

CONSTRUCTIVE:
MILEAGE via PO iniles
MILEACE via CB/CR miles
MILEAGE via OP miles
(1 (2
OFFICIAL ORDERED DISTANCE miles ( Applied To )
PO e - miles ., . (Conversion Chart) = Days
Sub Total
CBCR ... .. (- miles divided by 40 = Haurs) e
Sub Tolal +
CB { miles divided by 500 = Hours) —--I
Tota]l Travellimevia POC ... o { _ 1 Days) wmey
+
Total COMM ( ‘ Hours divided by 18 = 7 T | Days) {3
Total Canstructive Traveltime . ... ... ... oo o Days}
Allowable Traveltime ... . .. ... viiiiiiin i iaan, { * Days) {4)
Mileage to Days Conversion Chart
Miles FTime Allowed
1-525 1 Day
To be charged as sach on member's 5248-875 2 Days
itinerary: Bg76-1225 3 Days
1226-1575 1 Days
PROCEED 1576-1925 & Daya
1526-2275 8 Days
CELAY 2276-2625 T Days
26268-2975 8 Day=a
TRAVELTIME* 2978.3325 9 Days
1326-3675 10 Days

NOTE {1} Regardless of the number of modes of transportation used, allow only 1 day if the

ordered travel is 525 ratles or less.

{2} Grant an additionel day for any fraction of 350 miles in excess of 175 miles
(e.g., 528 miles = 1 day; 526 miles = 2 days).
(3} Round out fractions for hours of travel by eommercial means to nexi higher whole day

figure; {e.g., 1.80 = 2 days).

(4} Total constructive traveltime will be the allowsble traveltime unless the total elapsed
time [rom date of detachment through date of reporting is less than the maximum
allewable traveltiime. [n thal case, the elapsed time used will be the allowakble

traveltime,

Figure 10-2-1.-- Sample Traveltime Computation Sheet.
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Orders PC5..... from Washingten, DC, to San Diege, CA. .,
Official ordered distance . .. .. 2,661 miles
ltinerary:
DATE TIME PLACE MODE OTD DISTANCE
8Jan DEP 1600 Washington, DC POC
7 Jan ARR 1500 Chicage, IL 637
12 Jan DEP 0960 Chicage, IL CR
18 Jan ARR 1200 San Francisco, CA 2,148
2Feh DEP 1500 San Francisco, CA CF
2Feb ARR 1806 San Diego, CA 498
Total POC (887
Total Surface (CR) (2,146)
Total Air (CP) {498)
Constructive Traveltime Computation:
Ordered distance . . . 2,681
POC... -6RT (687 divided by 350 = 1 day with 337 miles

CR...(remaining distance )
CP...(disregard) (49.4 hours divided by 18- 2.74) = 3 days (CR}

Total POC . ..

Total Commercial. ..
Total Constructive Traveltime ... Sdays

remaining, or 2 days) = 2 days (POC)
1,974 (1,974 divided by 40 = 49.4 hours)

2days
3days

Allowegble Traveltime . . .

S5days

Figure 10-2-3.--Mixed Modes (Traveled Part by PCC and
Part by Commercial Railroad and Plane).
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Orders: PCS. . ... from Washington, DC, to San Francisce, CA . ..
Official ordered distanee . . .. 2,212 miles
itinerary:
DATE TIME PLACE MODE OTD DISTANCE
6 Jan DEP 0300 Washington, DC POC
fiJan ARR 2000 Detrait, MI 522
12 Jan DEP 1410 Detroit, MI 3
13dan ARR 0205 St. Louis, MO 533
20 Jan CEPR 1620 St. Louig, MO CP
20 Jan ARR 1817 Ban Diego, CA 1855
26 Jan DEp 1530 San Diego, CA B
26 Jan ARR 1900 Los Angeles, CA 120
27 Jan DEP D300 Los Angeles, CA CP
27 Jan ARR 1100 Sen Francisco, CA a7y
Tatal POC (522)
Total Surface (CH; (853}
Total Air (CP) (2,243)

Constructive Traveltime Computation:

Ordered distance 2812
POC . . 522 {522 divided by 350 = 1 day with 172 miles
remaining] = 1 day (POC)
2290
CB... -633 ( 6563dividedby 40 = 16.3 hours)
CFP. . 1637 (1837 divided by 500 = 3. hours)
19.8 hours divided by
18 = 1.08) = 2days (commereial)
Total POC 1 day
Total Commercial . . . 2 days
Total Congtructive Traveltime ... 3days
Allowabte Traveltime .. ddays

Figure 10-2-4.--Mixed Modes (Traveled Part by POC and
Part by Comrercial Bus and Plane).
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Orders: PCS .. from IWAS, Pensacola, FL, to Seattle,, WA |,
Official ordered distanee . .. . 2,725 miles
itinerary:
DATE TIME PLACE MODE QTD DISTANCE
anJdun DEpP 0830 NAS, Pensacola CP
INJun ARR 1630 Los Angeles, CA 2051
31 dJul DEP 0730 Los Angales, CA CR
1 Aug ARR 1900 Seattle, WA 1,139
Total Surfece (CB) i1,138)
Tolal Aix (CP) (2,051}

Constructive Traveltime Computation:

Ordered distance . 2,726
CB. .. -1,139 (1139 divided by 40 = 285
CP. .. 1,586 (1d86divided by 500 = _3.2 hours)
31.7 hours divided by
18 = L.78) = Z2days (commercial)
Totel Commercial . . . 2days
Total Construetive Traveltime ... 2days
Allowable Traveltime . . . Z2days

Figure 10-2-5.- All Travei Performed by Commercial Transportation.
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Orders: IS . .. from Norfolk, YA, to Corpus Christl, TX . ..
Official erdered distance ., .. 1,602 miles
[tinerary;
DATE TIME PLACE MODE OTD DISTANCH
2 May LEP 0800 Noriollk, VA POC
& May ARR 0200 Deaver, CO 1,783
1{Fdun DEP 1000 Denver, CO P
10 Jun AHR 13300 Corpus Christi, TX 1088
Total POC (1,763
Total Alr (TP (1,088)

Constructive Traveltime Computation:

Ordered distane:. .. 1,602

PO (cannot exceed orderad distance] L6802

(1,602 divided by 350 = 4 days with 202 miles remaining, or 5 days) =5 days (FOC)
P | idisregarded)

Total PO . 5 dayy
Total Constructive Travellime ., .. 5days
Allowah.e Traveltime | | . 5days

Figare 10 2 8. Mixed Modes (Travelad Parl by POC and Parl by Commercizl
Transportatinn) POC Exceeds |Hstance of Ordered Travel.
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Table 10-2-1 --PCS Praveltime and Leave Determination
R A B G
U | YPCHtravel is performed allowsable traveltirme is and leave is charged for delay
L en route (note 3) and exceeding
E authorized procecd time and the
1 | entirely by POC the constructive travellime time nsed in excess of
based on the official distance{s)| allowable travaltime (the
(nates 1 and 2) excess {5 the difference
between the traveltime
authorized to be used in the
orders and the allowable
traveltime),
2 | entirely by common carrier
3 | vartiy by POC and partly hy
COMIAON CAFFRT
4 | allor part by Goverament
conveyanee andfor trangport-
ation request,
5 | by sircraft or vesse! gs directed the actual time required to
(transoceanic traved) percform such travel, ineluding
the time spent at ports of
embarkation and debarkation,
regardless of the hoyr.
Generally, PCS travel to or
feom overseas is performed in
a duty status (note 4}
L by a circuitous route (trans- the consiructive time allowed | excess traveliire ased
ogeanie travel) for the transoceanic travel via | for the eirenitous travel {the
the direct route (to or from excess is that which exceeds the
CONUS or between points aclual scheduled trave!
putside CONUE) by the indicated in the acders),
directed mode
T % by Government conveyance the actual time necessacy Lo time used in cxcess of

and/or common carrier
TR's, directed in the orders

periorm the travel based on
schedulad transportation over
adirect route whieh most
nearly canincides with the

the required reporting andir
detaching date, including
recessary delays incident Lo
the mode of travel utilized

allowable traveltime il not
supperted by acceptable signed
statement from the member
showing specific reasons foc the
delay{s).
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Tabl e 10-2-1.--PCS Traveltine and Leave Determ nati on--Conti nued.

NOTE 1: Conmonly used official distances and instructions on the procedures
to be used in securing other distances are published in NAVSO P2471
and NAVSO P2472 (OTD s). Disregard travel by POC froma duty
station or home to a nearby conmon-carrier term nal in determ ning
whet her travel is perforned entirely by comon carrier

NOTE 2: Wen the total elapsed tine fromdate of detachnent through date
joined is less than the maxi num al |l owabl e traveltine, the total
el apsed tine used will be the allowable traveltine.

NOTE 3: Day of detachment is a day of duty. Day of reporting is a day of
travel, except at a TDY station en route PCS. Treat day of
departure froma port of debarkation CONUS as a day of detachment.
Treat day of arrival at port of enbarkation CONUS as a day of
travel ..

NOTE 4. Traveltime is accounted for by the actual date(s) of enbarkation
and debarkation and by the actual tine spent at ports awaiting
transportation.
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Table 10-2-2.-Maximum PCS Allowable Traveltime/Leave for Travel by Mixed Modes.

R A B C D

U _

L { When PCS orders then the constructive and the allow- |and leaveis

E { permittravel by POC, [ traveltimeis able travel-
and (note 2) time is

{notes1,2,3,4,and 5)

1 | the total distance based on the official the construe- I charged for time used in
traveled by POC distance between the old | tive travel- excess of allowable travel-
exceeds the official and new PDS at the rate | time, or the time and proceed time,
distanee between the of 350 miles a day. An elapsed time when authorized,
old and new PDS extra day's travel (note 6) if

allowed for 176 milesin | less than
excess of 350 miles or constructive
multiples thereof; dis- traveltime
regard when excess is less

than 176 miles

2 | the total distance based on 350 miles a day
traveled by POC is for the distance traveled -

less than the official by POC, and the methods
distance between the giveninnotes 7,8,and 9
old and new PDS for the remainder of the
official distance. First
compute number of days
allowed for POC travel
by subtracting the total
POC miles from the
official distance between
the old and new PDS.,
The remainder of the
official distance will be
used with the appropriate
formula, computing first
commereial surface (CB,
CR) (notes 6 and 8), then
commercial air (CP)
(notes 7 and 8)

NOTE 1:

NOTE 2:

NOTE 3.

Al ways conpute travel by POC first, regardl ess of whether it was
the first node of travel incident to PCS.

OID will be used to determine the official distance between any two
points falling within the followi ng: permanent station, tenporary
station, PCE, POD.

No nore than 1 day’s traveltine is allowed if the official distance
bet ween the old and new PDS is |less than 526 niles. At least 1
day’'s allowable traveltine is authorized for each PCS, regardless of
di st ance.
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NOTE 4:

NOTE 5:

NOTE 6:

NOTE 7:

NOTE 8:

NOTE 9:

MCTI M

Tabl e 10-2-2.-- ©Maxi mum PCS al | owabl e Travel ti ne/ Leave for Travel
by M xed Mddes- - Conti nued.

In no case is nore traveltine allowed than woul d be allowed if al
travel between old and new PDS had been perforned entirely by POC

Day of departure from PDS is day of duty. Day of reporting is day
of travel with the exception of Marines reporting in an unauthorized
absence status and when reporting to a TDY station en route PCS

When the total elapsed tinme fromdate of detachnment through date of
reporting is less than the maxi num all owabl e traveltine, the total
el apsed tine used will be the allowable traveltine.

Constructive traveltime for comercial surface (CB, CA CR) is
based on 1 hour for each 40 miles of travel (conputed to one
deci mal point).

Constructive traveltime for commercial air (CP) is based on 1 hour
for each 500 nmiles of travel (conputed to one decimaly point).

To convert the hours obtained by using the nethod in notes 7 and 8
into days, divide the total hours fromnotes 7 and/or 8 as
applicable by 18; total hours (conputed to one decimal point)

di vi ded by 18 equal s nunber of days.
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Table 10-2-3.—Travel Entitlements Upon Separation from the Marine Corps in CONUS.

R A B C ) ' D
U .
L | faMarine ¢on active immediately and is then the Marine is entitled to
E | dutyisseparated following
from the service with
abreak of at least
1 calendar day and
1 | isretired fer physical not in the travel and transportation
disability or placed on hands of allowances from the last duty
the TDRL list civil station to the home of selection,
authorities provided such travel is actually
performed with the intention of
establishing a permanent
residence within 1 year from
termination of active duty
2 | isretired with pay atleast (notes 1 and 2)
ineluding FMCR and | 8 years con-
retired list tinous duty
with nd single
break of mere
than 90 days
3 | isdischarged with
severance pay
4 | isinvoluntarily
released to inactive
duty with
readjustment pay
5 | isdischarged with
readjustment pay
6 { isnotentitledtoa travel and transportation
home of seleetion under allowances from the last duty
rules 1-5 (i.e., resign- station to the home of record or
ation of commission place from which ordered to active
release from active duty whichever the Marine elects
duty, discharged, void in writing,
enlistment, ete.) (notes 3 and 4)
7 in the hands no travel and transportation
of eivil author- | allowances
ities upon
discharge

NOTE1: Anextension of the 1 year time limit may be authorized or approved by the Secretary of the
service or the designated representative in cases where an unexpected event beyond the
control of the member prevented movement to the home of selection within the specifed time
limit (JFTR), paragraph U5130-B). ;
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Tabl e 10-2-3.--Travel Entitlenments Upon Separation fromthe Marine Corps

NOTE 2:

NOTE 3:

NOTE 4:

i n CONUS- - Cont i nued.

A Marine who elects a hone of selection overseas must furnish proof
t hat expense of transoceanic travel was actually incurred when
requesting reimbursement. |f Governnent transportation is
avai |l abl e and the Marine purchases a ticket, reinbursenent is
limted to the cost of Government procured transportation (JFTR
par agraph U5130 and U5116). Use of certified air carriers is also
requi red unl ess American carriers are not available as defined in
the JFTR, paragraph U3125-C3.

An officer is also entitled to elect mleage to the place of
conmmi ssi on.

The place fromwhich ordered to active duty, with the exception of
Marines who reenlist upon conpletion of a nornal enlistnent, is not
changed by separation fromthe service or release fromactive duty
for the express purpose of continuing on active duty. Therefore,
when a Marine reenlists following a conveni ence of the Governnent
di scharge, the place of enlistnent does not change.
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CHAPTER 10
ELAPSED TI ME

SECTI ONS: REPORTI NG ELAPSED TI ME
PART A: DI SBURSI NG DI ARY REPORTI NG

100301. DI SBURSI NG DI ARY STATEMENT. The total nunber of days el apsed tine
nmust equal the actual nunber of cal endar days between not including, the
reported date of detachnent and date of joining (beginning and endi ng dates
of the TTC statement). Use the follow ng disbursing diary statement to
report the Marine' s el apsed tinme:

TTC 520 STRT|PCS I

Time of detachment
Date of detachment
Elapsed time code

and number of days
Subseguant codes and days
Time of reporting
Date of reporting

Field Entry

Ti me of Detachnent Four-digit tine of detachment. Be exact!
Do not, however, use 2400 hours; use
2359 or 0001. For detachnments froma
TDY station while en route PCS, always
use 0001.

Dat e of Detachnent Six-digit date of detachment, even if it
is before the date specified in the PCS
travel orders. This is a day of duty;
the next day is the first reported period
of el apsed tine.

El apsed tine code Two-digit code fromthe follow ng table
and two-digit number of days (e.g., DEOS).
The periods of each leg of travel nust be
reported in the sequence in which they
actual ly occur (e.g., proceed, delay,
sick, delay, travel, etc.).

*Proceed PR

Del ay DE

Tr avel TR

Sick (Hosp) SK
**TAD/ TEM TD
***Awmt gTransp AT
****Faduation CL
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Field Entry

* You may only report one period of
proceed tine.

** The day a Marine reports to a TDY
station en route PCS is a day of duty.
If the Marine reports to the TDY station
on the sane day as detached fromthe
per manent duty station, the follow ng
day is considered the first day of
tenporary duty when preparing this
statenent. |If a Marine is perforning
tenporary duty for 45 days or nore en
route PCS, you nust report 1 day of
tenporary duty (TDOLl) i mediately
before entering the effective tinme and
date (see bel ow).

*** | nclude both the nunber of days awaiting
onward transportati on and the nunber of
days in which any portion of
transoceanic travel is perforned.

**** Do not use GL and PR in the sane entry.
The nunber of days for G. nmay not
exceed 30.

Subsequent codes Subsequent codes and nunber of days, as
required. The TTC 520 varies in length
and may contain as many different
codes/# of days as required. However,
if the nunber of days exceed six codes,
you nmust create an additional entry.
See the directions bel ow.

Time of reporting Four-digit tine of reporting. Never
use 2400 hours; use 2359 or 0001. To
report the arrival at

- a TDY station en route PCS where the
Marine will performtenporary duty for
45 days or nore or

- a tenporary duty station of a Marine
perform ng accession trave

enter 2359 if rations are authorized at
the TDY point, or the actual time of
reporting if rations are not authorized.

Dat e j oi ned Six-digit date the Marine joined the
permanent duty station. This is the
date after the day the Marine reported
for duty, and after the |last reported
peri od of elapsed tine.

100302. MARI NES REPORTI NG FOR DUTY OF MORE THAN 45 DAYS AT TOY STATI ON EN
ROUTE PCS. These Marines are actually joined for disbursing purposes on the
day of reporting. To ensure that BAQ PCS is properly conmputed and to
prevent inconsistent condition CO9 from appearing on the ICR, the first day
of temporary duty nmust be reported separately (TDOL) on the disbursing diary
entry. The effective tinme and date (date after day Marine reports) is then
reported.
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100303. MARINE FAILS TO REPORT BY Tl ME/ DATE SPECI FI ED | N ORDERS. The date
joined will be (1) the day after the Marine' s last day of traveltine, when
t he hour of reporting is 2400 hours or is not specified in the orders, or
(2) the last day of authorized traveltine, when the hour specified is other
than 2400. |f the absence is nore than 24 hours, the Marine forfeits the

| ast day of traveltime.

100304. STATEMENT EXCEEDS SI X CODES. The disbursing diary statenent may
require nmore than six codes. When this occurs, put the seventh and
subsequent codes in a second entry. The followi ng rules apply:

1. Use 2359 as the "tine of reporting’ on the first entry.
2. Use 2359 as the 'tine of detachment’ on the second entry.

3. The 'date of detachnent’ on the second entry nust be the day before the
joining date on the first entry

STRT| PCS- 1021 890619 PR04 DE15 TRO3 TD1O DEO4 SK10O 2359| 890805

I
STRT| PCS- 2359 890804 DEII TR04 ATO04-1301| 890824

100305. NUMBER OF DAYS (FOR ONE CODE) EXCEEDS 99. |If the nunber of days
for one of the codes is nore than 99, use the sane code again to account for
the renmai ning days. Do not use another |line unless the first one exceeds
si x codes. For exanple, to report sick (hosp) of 105 days:

SK99 SKO6

PART B: ELAPSED TI ME ENTRI ES

100311. DAY OF ARRI VAL AT TEMPCRARY DUTY PO NT EN ROUTE PCS. Wen a Marine
perforns TDY en route to a new pernanent duty station, the day the Marine
reports to the tenporary duty station is considered a day of duty. The

foll owi ng paragraphs explain howto report the PCS el apsed tine di sbursing
diary entry (TTC 520) in the follow ng circunstances:

1. \When the Marines perfornming TDY for |ess than 45 days,

2. \Wen the Marine is performng TDY for 45 days or nore, and

3. Wen the Marine is perform ng accession travel (recruit pipeline).

100312. TDY FOR LESS THAN 45 DAYS

1. Day of Detachnent/Day of Reporting Sanme Day. The day followi ng the day
the Marine reports to the TDY station is considered the first day of TDY when
reporting the el apsed tine.
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For exanple: A Marine detached a permanent duty station at 0800 on 6 June

1989 and reported for TDY at 1330 that sane day. The Marine performed TDY
through 17 June. After conpleting TDY, the Marine used 4 days’ proceed, 8
days’ delay, and 3 days’ traveltine. The Marine then reported to the new

per manent duty station at 1100 on 2 July.

Report the TTC 520 as foll ows:

STRT|PCS-0800 690606 TDIL PROA DEOS TRO3-1100/890703

Time and date detached
Temporary duky (7-17 Jun]
Proceed {(18-21 Jun)
Delay (22-29 Jun)

Traveltime {30 Jun-2 Jul)
Time of reporting te permanent duty station
Date joined permanent duty statign

2. Tinme Elaspses Between Day of Detachnent/Day of Reporting to the Tenporary
Duty Station. Accounting for the elapsed tinme will result in a day |ess of

| eave or, if the Marine reports before using all allowable traveltime, an

i nvi sible day(s) of travel.

For exanple: A Marine detaches the old permanent duty station at 1215 on

10 May 1989. The Marine uses 2 days’ allowable traveltine, and reports to
the TDY station on 13 May. The Marine remmins at the TDY station through 20
May. The Marine then detaches, using 4 days’ proceed, 20 days’ delay, and

2 nore days’ allowable traveltine before reporting to the new pernanent duty
station at 1115 on 15 June 1989

Report the TTC 520 as foll ows:

STAT|PCS-1215 A90SLE TRG: TODOA PROM4 DE2Q TRGZ-111%|&9

Time and date datached _
*Travel [(11-12 May]
Temporary duty [L3-20 May)
Proceed (21-24 Hay)
Delay {2% May-13 Jun)
Traveltime {14-I5 Jun}
Tima ?f.repnrting Lo permanent duty station
Dats joined permansnt duty etation

*Had the Marine been allowed 3 days’ traveltine, you would only been able to
show 2 days’ on the TTC 520.

100313. TDY FOR 45 DAYS OR MORE

1. Day of Detachnent/Day or Reporting Sane Day. Because of the uni queness
of systenms processing and the situation, the day followi ng the day the
Marine reports to the TDY station is considered the first day of TDY when
reporting the el apsed tine.
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For exanple: A Marine detaches the old permanent duty station at 0900 on
15 May 1989, and reports to the TDY station at 1230 the sane day for a
peri od of TDY in excess of 45 days.

Report the TTC 520 as foll ows:
STRT| PCS- 0900 890515-1230| 890516

2. |If Tine El apses Between the Date Marine Detaches the A d Permanent Duty
Station and the Date Marine Reports to the Tenporary Duty Station. A

di fference between the join date reported by the comandi ng of ficer and the
effective date on the TTC 520 will cause inconsistent condition CO9 to

appear on the inconsistent conditions report (ICR). |In addition, entitlenment
to partial BAQ and/or BAQ PCS nmay be inproperly conputed.

To prevent this from happening, enter the first day of duty at the TDY
station as a separate code (TDO1) on the TTC 520 inmedi ately before entering
the effective tinme (2359 if TDY rations are authorized, actual tinme if not)
and the date after the day the Marine reported as an effective date.

For exanple: A Marine detaches the old permanent duty station at 1215 on
10 May 1989, uses 4 days proceed, 14 days’ delay, and 2 days’ traveltine.
Thethrine reports at the TDY station at 1100 on 31 May for TDY in excess of
45 days.

Report the TTC 520 as foll ows:

STRT}PCS-1215 890510 PRO4 DEl4 TRDZ TDO1 2353890601

Time and date detached
Frocead {(11-14 May)
Delay (15-23 May)
Travel [29-30 May)
First day of temporary duty {31 May)
Effective time (2359 if rations
agthorized: actual time if not)
Effective date {date after day Marine reported)

100314. TDY PRI OR TO ASSI GNMENT TO FI RST PERMANENT DUTY STATI ON

(ACCESSI ON TRAVEL - RECRU T PIPELINE). Except for the first day of a period
of temporary duty performed while a Marine 1s perforning accession travel,
peri ods of TDY are not reported on the TTC 520. The first day of this TDY
Is reported as the | ast code (TDOLl) on the TTC 520, inmedi ately before the
effective tinme (2359 if rations are authorized, the actual time of reporting
if not), and the date (date after the day the Marine reported).

Because the conmmanding officer of a Marine in the "training pipeline is
responsible fore reporting a Marine's entitlement to DOPMA-BAS, the
remai ni ng days of TDY are not included on the TTC 520. Separate TTC 520's
are used to report periods of delay, travel, etc., taken between the tine
the Marine detaches the recruit depot (or place fromwhich ordered to active
duty) and the tinme the Marine is joined at the first permanent duty station

For exanple: A Marine conpletes recruit training and detaches fromthe
recruit depot on 1 Decenber 1989. The Marine takes 4 days’ |eave and 1 day
traveltime, then reports for tenPorary duty on 7 Decenber. The Marine takes
14 days’ leave and 2 days’ traveltine before reporting to the first pernanent
duty station at 2156 on 7 January 1989
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Report the T 520's for both legs of travel at the pormanent duty slation, gs follows:

First Ley
STRTiPCS-H_ﬂU 891201 DEO4 TROL TDD1-2359%(891708

|

Time and date detached |
Delay {(2-5 Dec]
Travel (6 Deeo)
First day of temporary duty (7 Decg}
Effective time of reporting (2359 if

rations authorized; actual time if nat}
Effective dare (data aftaer day Marine reported)

Second Leg
STRTIPCS-1635 9891227 DEL4 TRGZ-2156/900104

Time and date detached
Delay {23 Deg-5 Jan)
Travel {6-7 Jan]
Effective time of reparting
Six-digikt date joined (date

atter day reported)

100315. DAY OF DETACHVENT/ REPORTI NG ( TO PERMANENT DUTY STATI OV TDY STATI ON
FOR 45 DAYS OR MORE EN ROUTE PCS) SAME DATE. Conplete the el apsed tine
statement (TTC 520) when a Marine reports to a new permanent duty station on
the sane day as the day the Marine detached the previous permanent duty
station as foll ows:

[TTC 520) STRT|PCS - -

Four-digit time of detachment |
S.x-digit date of detachment _ |
Four-digit time of reporting
S5ix-digit date joined {date

after day reparced)

This same format applies when the Marine reports to a TDY station en route
PCS for tenporary duty of 45 days or nore

100316. TRAVEL VI A GOVERNMENT VESSEL. When Marines perform PCS trave
aboard a naval vessel and the sole purpose of the travel is to provide
transportation for a group or unit novenment on PCS orders, there is no
entitlenent to career sea pay or credit for career sea tine. Each Marine's
el apsed time nust be reported as two separate |egs.

1. The first leg nust report the elapsed tine fromthe date of detachment
fromthe old duty station through the date and tine the Marine boarded the
naval vessel

2. The second leg nmust report the elapsed tine fromthe date and tine of
debar ki ng the naval vessel through the date and time of reporting to the new
per manent duty station.
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3. Exanple
a. The following itinerary is provided:
Date Time Pl ace

910606 0800 Detached Canp Pendl eton
910620 0900 Reported USS Neversail at San Di ego

at sea en route to Cki nanwa

910630 0800 Debark Ship Oki nawa
910630 1000 Reported 3d FSSG

b. Report el apsed as foll ows:
1st Leg: STRT| PCS-0800 910606 PR04 DE08 TR0O1-0900| 910620
2nd Leg: STRT| PCS-0800 910630-1000| 910701

100317. PROGRAM LOGA C. Reporting el apsed time autonmates the foll ow ng
actions:

1. The entitlenents listed below that were accruing at the forner pernmanent
or TDY station are termnated, if they were not termnated by unit diary
entry when the Marine transfers or detaches fromthe TDY stations

a. basic allowance for subsistence (BAS)
b. basic allowance for quarters (BAQ
c. partial basic allowance for quarters.

2. The leave balance is debited for the nunber of days taken in connection
with the execution of orders.

3. Appropriate subsistence entitlenments and BAQ PCS are credited. Such
credits will process with the next regularly schedul ed U&E and wi || be
credited for paynment on the next regularly schedul ed payday.

PART C. CORRECTI OV DELETI ON OF DI SBURSI NG DI ARY ENTRI ES

100321. GENERAL. MCOP 60-1: On-Line Disbursing Diary Operating Procedures
expl ains how to correct disbursing diary entries found to be in error after
t hey have posted to the Marine' s MWPA

100322. TI ME OF DETACHMENT/ REPORTI NG Use 2359 as the tinme of detachnent
and reporting when correcting an erroneous entry unless using the actual date
of detachnent and/or joining. 1In that case, use the actual tine.

100323. CORRECTIONS. Only correct those periods of elapsed tine that are
wrong or that are affected by the error. For exanple: Elapsed tine was
originally reported as:

STRT| PCS- 0815 890101 PRO4 DE3O TROL TD29 ATOL TROb-1145| 890313
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1. The period of awaiting transportation (AT) should have been 2 days
instead or 1. And, the last period of travel (TR) should have been 4 days.
Correct the erroneously reported statenent as foll ows.

CORR STRT| PCS- 2359 890306 ATOl TRO5-1145| 890313
STRT| PCS- 2359 890306 ATO2 TRO4- 1145| 890313

The date the Marine actually detached is not used in this correction entry;

t herefore, 2359 nmust be used as the tinme of detachment. However, since the
actual date of joining is used, the actual time the Marine reported may al so
be used.

2. The original entry is again reviewed. It is found that the tenporary
duty (TD) was for 30 days, the awaiting transportation is 1 day, and the
traveltime is 4 days. All erroneous conmponents of the statement nust be
i ncl uded when correcting the period of TD. For exanpl e:

CORR STRT| PCS- 2359 890205 TD29 ATOL TROG-1145| 890313

Use the nunber of days as
entered on the origina
di sbursing diary

STRT| PCS- 2359 890205 TD30 ATOLl TR04-1145| 890313

|
Even though the number of days |
awai ting transportation did not |
change fromthe way it was |
originally entered, the actual |
days of AT did: from 880307 |
to 880308. It nust be restated |

3. An additional review finds the period of tenporary duty was 28 days and
awai ting transportation (AT) was 2 days. Correct as follows:

CORR STRT| PCS- 2359 890205 TD29 AT01-2359| 890308
STRT| PCS- 2359 890205 TD28 ATC2-2359| 890308

The actual dates and number of days of the other originally reported periods
of elapsed tinme were correct. They do not need to be changed.

4. Finally, the tenporary duty period should have been 30 days and there was
no period of awaiting transportation. Correct as foll ows:

CORR STRT| PCS- 2359 890205 TD29 ATOL- 2359| 890308
STRT| PCS- 2359 890305 TD30- 2359| 890308

When deleting a total erroneous period, restate only those periods that
require correction. Do not report the nunber of days for the applicable
code as '00'.

PART: ELAPSED TI ME COVPUTATI ON

100331. EXAMPLES. The figures that follow the text of this section show
how to conmpute and report el apsed tine. The distances cited were correct
when the exanpl es were originated, but may have changed. These shoul d not
be viewed as rigid exanpl es
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Lance Corpors! Wayne receives POS orders from Camp Pendleton, California, to Comp Lefeune, Morth
Carolina. He detackes at 0715 an 13 August 1989, travels by commercial air and bus, and repars st his
new command at 2127 on [4 August 1989

Camp Lejeune, XC

2,660
Camp Pendleton, CA

Lance Corpore] Wayne is entitled to genpnanent change-of-station allowances fram Camp Pendlelon te
Cuamp Lejecne.
raveltime Computatio

Offieial ordered distance 2,660 miles

Al PCH trave] completed in I day. Allowsblo traveltime is 1 day.

Elapgad Time Computation

Date of Detachment 13 August 1988
Eroceed Time Mot entitled
Delay En Route Nut auihorized
Traveltime L day (14 August)
Date Joined 13 Aupust 1989
Nishursing Diary Entry (TTC 520)
STRTIPCS - D715 agee1a TRA1 2127 | B90AlE

Time of detachmant
Pate of detachment
Travelkime e

Time of reporting .

Date joined new cosmand

Figure 10-3-1.--Travel by Mixed Commercial Modes--Completed ir 1 Day.
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Sergeant Bender receives PCS ordera from Camp Pendleton, Celifornia, to Camp Lejeune,
North Carelina.

Sergeant Bender detaches at 1600 on 12 April 1989 and travels te Chicago, litineis by commercial bus.
He travels from Chicago to Camp Lejeune by POC, and reporis for duty at his new command at 0700 on
24 April 1989,

Chicaga, [L

- —— A=

Carap Lefe e, NEC
Camp Pendleton, CA

Zergeant Bender is entitled to permanent change-of-station allowances from Camp Pendleton to
Camp Lejeune.

Traveltime Compuiation

Official ordered distence 2,660 miles

# Miles by POC 934 (divided by 350 = 2 days 234 miles =
Idays)

# Miles by CB 1,726 (divided by 400 = 43 2 hours;

43.2divided by LG = €4 days 2.4
days = 3 days}

Constructive Travaltime Totel POC ddays
Total Commercial  3days

Total Construclive 6days

Alloewahle Traveltime & days

Elapsed Time Computation
Date of Netachmpnt t2 April 1989
Proceed Time 4 days (17 -16 April)
Delay En Roule 2 days {17 - I8 Aprily
Traveltime 6 days (19 - 24 Aprid)
Drate Jained 25 April 1983

Figure 10-3-2 --Travel by POC and Cemmercial Bus.
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i ing i B TTC 320

STRTPCS - 1800 496422 ERGL  DEDZ TROG G700 | 490475
!

|
Time of detachment f !
Nave of detachment i !
Proceed —_———

Dalmy —-F—ﬂ—“—% l
Travalrime T ——

Time of reparting
Gate Joined new command

Figure 10 3 2. Travnl wy POC and Commereial Buys--Continued.
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Sergeant Janes received PCS orders from HQME, Arlingion, Virginia, to Camp Lejeune, Nerth
Carclina. The orders expressed haste, therefors Sgt Jones was not authorized delz yenroule ur procesrd
tima.

Sgt Jones, who was directed to travel to Camp Lejeune by Government autemehile, detached st 1630 on
13July 1988, While en route ta Camp Lejeune, the ear had rmechanical difficaltics, and Sgt Jones had
to remain overnight in Fredericksburg, Virginia. He reported at his new duty slation at 1741 on
15duly 1989,

Syt Jores is entitled to permanent change-of-station allowances from Arlington Lo Camp Lejeune,

Arlington, VA

Frederichsbyrg, VA

341
Camp Lejeune, NC
Traveltime Computation
Dificial ordered distance 341 mies
Atopwable {raveltime 2 days

Trave! was directed by Government conveyance. Traveltime
i3 bused on the actual time necessary to perform travel
pver the most direet route, to include necessary delays.

Elapsed Time Computation

Datie of Detachment 13 July 1989

Proceed Time Mot entitled

Delay En Houte Not authorized
Traveltime 2 days (14 and 18 July)
Date Joined 18 July 1989

DHsbursing Diary Entry {TTC 520
STRTPCS - 1630 B90713 TRD2 1141 | 494714

Time of detachment
Date of detachmgnt .
Traveltime
Time of reporting
Date dnined new command

Figure 10-3-3.--Travel by Government Automohile.
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Sergeant Turnabout received PCS nrdera from MB, Nerfolk, Virginia, to MOCLE, Barstow, California
Sgt Turnabout was entitled to 4 dayy’ proceed, 30 days' delay en route, ang travel by POLC

G, Turnakout datached Norfolk at 1600 on 14 June 1985 and traveled to Dallas, Texas. While on leave
in Dallas, Sgt Turnabout’s orders were modified. He was now directed ta repart to MUCAS Heaufort,
Sputh Carclina. %gt Turnabout reported at his new duty station at 1700 en 25 July 1939,

Eniitlement. Because his erders were modified en route, Sgt Turnabout was entitled Lo PCS
allowances and travel for the actual raute of teavetl. This is from Norfolk w Dallas, and then to
Beaufort.

Norfolk, ¥A

1,324

1,055

Dallas, TX Beaufort, 5C

Traveltime Computation

OMeial Ordered Distance
.from Norfolk to Dallas 1,324
. from Dallas to Beaufort 1 055
2,379
# Miles by POC 2 379 (divided by 350 — 6days 273 miles
6 days 279 miles = 7 days)
Total Constructive Teaveltime Tdays
Allowuble Traveltime T days

Elapged Time Computatian

Date of Datachment 14 June 1589

Proceed Tima 4 days (15-18 June)
Delay En Route 30 daysLlQJune-lﬂJuly]
[raveltime Tdays (19-25 July)

Date Jojped 25 July L9885

Digbursing Diary En TTC 520
STRT[PCS - 1600 E9QEl4  PROL  DE3Q TRO? 1100 | 390726

Time of datachment
Date of detachment
Proceed
Delay
Traveltima
Time of reporting —

Date joined new command —

Figure 10-3-4..-Modi[ication to PCS Orders Rareived En Route.
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While on leave in Fort Smith, Arkensas, PFC Calabash received PCS orders from MCAS(H), New
River, North Carolina, to NAS, Dallas, Texas. Her detaching colmmand gave her the option of returning
to New River for detachment ot detaching from her leave address. PFC Calabash chose to detach from
her leave point.

PFC Calabesh detached from Fort Smitk at 1600 on 11 August 1989 and traveled by POC to Dallas,
Texas. She reported at her new command at G645 on 12 August 1939,

Entitlement. PFC Calabesh was entitled to PCS allowanees from Fort Smith, Arkansas to NAS,

Dalles, Texas. {Had PFC Calabash chosen to return to New Biver in a leave status and detached from
there, she would have been entitled to PCS allowances from New River to NAS, Dallas.)

Fort Smith, AR

286
NAS, Dallas, TX

Traveltime Computation

Official Ordered Distance 286 Miles
# Miles by POC 286 (= 1day)
Allowable Traveltime 1day
Elapsed Time Computation
Date of Detachment 11 Aug 1988
Proceed Not entitled
Delay En Route Not authorized
Travelidme 1day (12 Aug)
Date ;!gm. ined 13 Aug 1989
4 ing Diary En
STRT|PCS - 1600 890811 TROL D645 | 890813

Time of detachment
Date of detachment
Traveltime
Time of reporting
Date joined new command

Figure 10-3-5.--PCS Ordars Raceived While an Annual Leave.
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Major Havoe resaived POS grders from MCAS, [wakuni, Japan to MCAS, Yuma, Arizona. Major Havoc
detached at 1845 on 15 January 1939, and travelsd by Covermment air from [wakari to Yoketa AR
She awaited transportation there until ahe detached at 1530 nn 17 Januwary.

Major Havoe arrived at Onkland Inteenational Airport in California at 133000 17 January. From
Qaekland, she traveled tn Denver by commercial air for leeve, She then traveled by POC from Denver,
and reparted for duty in Yuma at 1721 on 22 February 1985,

Major Havoc was authorized ¢ duys’ proceed.

Entitlerment Majr Havoe was enritled to PCS allowances frem Oakland International Ajrpers,
California, to MCAS, Yuma, Arizona.

Oakland, Intl - Denver, CO

Traveltime Compuotation

Official Ordered Distance 640 Miles
# Miies hy I°CH; G40 (divided by 350 = 1 day 200 miles

1 day 290 miles = 2days}
The distance traveled from Denver to Yuma
1993 miles) extoeds the official ordered travel
{640 miles), Yo further computation required,

Allowabie Tyaveltime ddays

Elapsed Time Computativn

Nate of Detachment L6 January 1969

Awailing Transportaticn 2 days(16-17 Jannary)

Proceed 4davs(18-21 January)

DIelay En Roule 30 days (22 Jonuary - 20 February}
Traviltime 2 days (21-22 February;

Date foined 23 February

Figura 10-3-6--Beturn Lo CONUE From Overseas Tour,

13-43




MCTIM

IYisbursing Diacy Entry [TT 5300

STRTPLS -~ 1G4S B%0DL15  ATOZ PROA DEID TROZ - 1721 | Bgulna
Time of detuchment_ﬁj
Data of detachmenk
Awaliting transpprratien

Frocend

DelayF en route
Travellime
Tima cf tepoctiong __
Data joined new commargd ]

Figure 10-3-6.--Helurn Lo CONLIS From Ovaragas Tour--Continued.
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Staff Sergeant Flyright received PCS arders from MCAS, Reaufort, South Careling, to MOAS, B1Toro,
California. 55gt Flyright detached Beaufort at 0800 an 21 Seprember 198% o traveled B30 miles by
eommaercial bus to Detroit, Michigan, where he spent 29 days deiay. He left Lietroit and traveled by
comumercial air to Los Angeles International Airport in California. From LAX, he traveled by
etmmercial bus te Bl Tora, and reported for duty at 2130 on 26 October.

Enttlexnent. 535gt Flyright is entitled to permanenl change-ol-station allowances from MCAS,
Beaufort to MCAS, E1 Toro.

Lhetrodt, MI

MCAS, El Toro MCAS, Boaufort

Traveltime Computation

Offieinl Ordered Distance 2,434 Miles
# Miles by sormercial bus 890 divided by 40 = 22.3 hours

{mileage fenm LAX Lo Bl Toro rint considered-- LAX is the local carripr
for com:mercial atr for Bl Torm

# MWiles by comenercial aire 2,729 Miles [only 1,544 can be considered)

L 544 (divided by 500 — 3.1 honrg)

# Haura Traveled 223 v 31 =254
254 divided by 18 = 1.4 = 2days
Constructive Traveltime 2days
Allawehle Traveltime Zdaye
Elgpsed Time Computation
Date of Detachment 21 Seplember 1983
Prioceed 4 days (22-25 September)
Delay En Route 29 duys (26 September - 24 Octabec)
Traveltime 2 days {26-26 Ociober)
Diate Jnined 27 October 1989

Figure 133 T.--Mixed Commercial Transportatien
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Disbursing [Mary Entry (TTC 520

Time of detachment
Date of detvachment 0
Procaed

iTRifPCE - 'iiUQ :3-1:1- -3 R - LY

Bﬁ:g TROZ 2110 | salo2?
I

!
|
|

Delay &n roukse
Fraveltimg =~

®ime af raporting

Dbate jeined new command

Figure 10-3 7. - Mixed Commeeeigl Trangportagion--Continued.
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CWO Liefer receives PCS orders from Camp Smedley 1. Butler, Okinawa, Japan, to MULB, Albany,
Georgin. She was granted circuitoos travel authority coupled with 45 days delay en route.

CWO lLiefer detached her old command at 1800 an 14 June 1885, Her port of cntry was at McGuire
AFB, Now Jersey, The JFTR providea that a member is entitled to travel allowances for the ofTicial
distance between the port of debarkation serving the new permaprent dty station and that station.
However, when the member performs eircuitous travel, the member may oaly be paid travel allowsnces
for the most direct route of travel from the port of debarkation actually used to the new permanent duty
station. This may not exeeed the most direct route hetween the narmal CONUS port of debarkation and
the new permanent dity statiomn.

From McGuire AFB, CWO Lirfer traveled hy commercig] plane to Salt Lake Cily, Utah, Fram Salt
Lake City, CWO Liefer traveled by POC to Albany, a distance of 2,127 miles, and reporied to her now
cemmanc at 1300 on § Augnst 1989

Had CWO Liefer not pecformed eircuitous travel, she would have been entitled 1o PCS trivel
allowances from Travis AFB, California lo Albany, o distance of 2,55t miles. Sinee her point of
debarkation was MeGuire AFB in New Jersey, CWO Liefer is enlitled to PCS travel allowances from
there Lo Albany, a distance of 964 miles.

2,171

Salt Lake Cily ¢ McCuira AFR

2027 :
i S84
Travis AFB o o e o o m m ——  — — o ! Albany

Traveltime Campntation (Transaceanis)

14 Jun (second) = 1 day (constructively crossed LDLY
Traveltime Computation (Land)

(Hficial ordered distance 864 miles (from McGuire to Albany)

# Miles by POC 2,027 {only 364 miles van be considered.- -

ni other moede considered)

964 (divided by 350 = 2 days 284 miles
= J days)

Constructive Traveltime

Constructive traveltime for the transoceanic portion of the travel may not exceed the time by the
direct route to the United Siates by the directed mode. This would have been Qkinawn te Los
Angeles International Airport, and would have occurred an the secund 14 June, This is not reported
on the disbursing diary entry,

The Marine may enly be paid {or the distance from the port of debarkation actually used to the new
perinanent duty station. This may not exceed the most direct coute betwesn the narmal CONUS
part of debarkalion and the new permanent duty station.

Figure 10-3-B.--Return to CONUS by Circuitous Travel.
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Allowable Traveltime
Elapsed Time Computation
Date Time Detpchment
Transoceanic Travel
Proceed Time
Delay En Route
Traveltime
b Diary En 820
STRTPCS - juu B90614

Time of detachment
Date of detachment
Procesd

3days

14 Jun 1989

second 14 June

4dayz{15- 18 June)

46 days (19 June - 3 August)

Jdays (4-6 August)

PRO4 DE46 TRDO3I 1300 | 894807

Delay en routse

Traveltime

Timg of reperting

Date or reporting

Figure 10-3-8 --Return to CONUSB by Circuitous Travel--Continued.
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alifornia to Camp Lejeune, North
and proceeded by commercial bus Lo his
e, Private [[atfield was

Private Hatfield received PCS ordera from Camp Pendleton, C
Carolina. He detached his old duty station at 0800 on 25 May,
leave address of Hawg Holler, Kentucky. At approximalely 0120 on 13 Jun
pronounced dead at the scene of an accident.

/ H'a“rg HDHE[‘, KV
Camp Pendletan, CA

Ve executing official travel erders, farward all documents concerning
CFC (SEC) under a document transmittai
payment for any momnies

When a Marine dies en route whi
the Marine's travel with the Marine's pay record to the M
letter. The MOFC (SET) will account for the Marine's elapsed time and final

due the designated beneliciary.

Figure 10-3-9.-Death While En Route an PCS Orders.
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Captain Pettigrew was transferred {rom Camp Pendleton, California to Baton Bauge, Louisiana He
was directed to perform temporary duty en route in Atlanta, Georgia. Captain Pe:ligrew was
ayuthorized 4 days’ proceed, 10 days'delay, and Lravel by POC,

Captain Pettigrew detached Camp Pendleten at 0800 or 13 Aggust 1988, He roporied for irmnarary
duty at 1530 on 6 September and completed it at 1630 on 9 September. He reported at his new duty
station at 1645 on 27 September.

Enfitlement. Captain Pettigrew is entithed io PCS aliowanees [rom Camp Pendleton 1o Atlanta, and
from Atlanta to Balen Houge.

2. 164 Atlanta, GA

Camp Pendleton, CA  armwm—ee—""
GRE)

Baton Rouge, LA

raveltime Computation (Transoceanic)

Ench leg of orderad travel mus: be computed and accounted Bar within the actual segmend of Leavel
directed in the orders.

1st leg of travet
Offieial ordered distance 2,164 miles
... from Pendleton te Atlanta
# Miles by PO 2,184 (divided by 350 — & days
64 miles = € days)
Constructive Traveltime G days
Allowable Travelbime 6 days

2nd leg of trave!

Mhicial prdered distance 534 roiles
... from Pendleton to Allants
# Miles by POC 534 (divided by 350 = 1 day
134 miles = 2 days)
Cunsalraclive Travellime 2days
Allowable Traveltime 2days
Tobal Allowahle Travellime 6 + 2 = Bdays

Figure 10 3 L1} TOY Fur Less Than 45 Bays En Route To o PCS.
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Elapsed Time Compulation

Dipte Time Detachment

Proceed Time
Delay En Route
Traveltime
Temporary Doty

Dgloy En Houte
Traveltime
Dhata Joined
STRT|MIS - 0800
Time pf detachment

Oate of detachment
Proceed

Dulay

13 August 1989

4 days (14-17 Aungust!

L3 duys (18 - 20 Auguan)

Fdave 131 August 5 September
4 doys {6 - 9 feptamiet]

1 days 110 - 25 Seple mberl

¥ days (26 - 27 Seplember!

28 September

PRO4 DELY} TROGE TDOA DELS

Travelrime

Tamporary duby

Delay

Travelrtine

TROZ-1645/850928

Timeg of repocking

Dete joined new cammand

Figure 10-3-10--TDY For Less Than 45 Uaya Fn Route toa PCS--Continued
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Circumstance of Travel

Master Gunnery Sergeant Holland M. Diamond, 115 18 04 16, USMC, received PCS orders fram HqBn,
3d Mar Div, Okitaws, Japan to Merine Barracks, Yokesuka, Japan, for duty. He was detached from
duty at 1630 on 18 May 1989, He was authorized 4 days' proceed and 31 days’ delay en route. The
AWOP dirceting his transfer upon completion of his "unaccompanied tour” or overseas duty to an
“accompanied tour” of averseas duty included a "leave travel authorization.” His detaching command
endoraed his transfer orders 1o reflect Santa Fe, New Mexico as hig place of leave and authorized
CONUS land travel by POC. His orders certified Class [T priority for all transoceanic travel via
Government aircraft. He reported for duty at his new duty station at 1430, 25 June 1989,

Santu e, NM

/

860 Miles

Los Angeles /

Inil Airport

Master Gunnery Sergeant IMamond is sntitled to permanent change-of-station allowances from
Okinawa, Japan to Yoknsuka, Japen, via Santa Fe, New Mexico.

Eiapsed Time Computation

Master Gunnery Sergeant Diamond traveled by Government air from Kadena AFB to Los Angeles
International Airport; Lo Angeles International Airport to Santa Fe, New Mexico, by commercial air;
from Santa Fe, New Mexico to Los Angeles Intl Airport by POC; Los Angeles Int! Airport to Yekota AFB
by Government air; and, from Yolotz AFB to Yokosuka, Japan, by Government auto. The official
distance ordered to travel was 1,720 miles excluding all transoceanic and foreign land travel. The
excluded partions of travel were accomplished by Government modes. The traveler is entitled to the
time actually required to accomplished by Government modes. The traveler is entitled to the time
actually required to accomplish all such travel. The following method of compulation for accountability

of elapsed time will be used:
MIXED MODES itraveled by CP and POC)

Orders: PCS ... CONUS!land travel . Los Angeles Intl Airport to Santa Fe, NM, and return . ..
Cificinl ordered distanee ... 1,720 miles

Figure 10-3-11..-PCB Qrders - Overseas Unaccompanied Tour to Overseas Accompanied Tour
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tiner
DATE TIME PLACE MODE DISTANCE
18 May DEP 2295 Los Angeles Intl Airport CP
19May ARR 0530 Santa Fe, NM 860
23Jun DEP 0700 Santa Fe, NM PA
25 Jun ARR 1830 Los Angeles [nt] Airport 860
Tatal CP Travel (860)
Total POC Travel (360)
Total Travel (1,720)
Lonstryctive Traveltime; (1st Leg-Land Travel)
Orderdistance .... 860 (Los Angeles Intl Airport to Santa Fe, NM)
CP....... 860 (860 divided by 500 = 1.7 hra)
Constructive Traveltime ......... 1day
Allowable Traveltime ........... 1day
KConstructive Traveltime: (2d Leg-Land Travel)
Orderdistance .... 880 (Santa Fe, NM to Norton, AFB)
Cp .._.... 860 (860 divided by 350 = 2 days with 160 miles remaining) = 2days
Total Constructive Traveltime ... 2days
Allowable Traveltime ........... 2days
Total Allowable Traveltime:
1stLeg lday
2d Leg 2davs
3days

Figure 10-3-11.-PCS Orders - Overseas Unaccompanied Tour to Overseas Accompanied Tour—Continued.
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Accountability for Elapsed Time:

*Traveltime 1day 19 May
Proceed Time 4 days 200- 23 May
Delay En Route 31 days 24 May - 23 Jun

*Traveltime 2 davs 24 - 25 Jun

*[.eave traveltime must be computed (constructive, allowable) for each leg of ordered travel and
accounted for an actual dates for which travel is allowed. MCD P1000.6 refers.

All Transoceanic travel performed in a duty status between the old duty station and CONLE,;
CONUS and the new duty stalion.

Disburasing Diacy Entry

SETRT|PCS -1630 830518 THO1L PRO4  DEIL  TRO2-143¢l8d 0625

Time of detachment l }

Date of detachment
Traveltimeg code
Ho. days travel
Proceud Code
Wo. days praceed
Delay en rqute code
Wo. days delay
Traveltime code
¥o., days travel
Time of reporting
Date jnined new command

Figure 10-3-11 -1’28 Orders - Overseas Unaceampanied Tour to Qversens Accompanied Tour--Conlinued.

10-54



MCTIM

Circumalgnee of Travel

Privale Taddeus DeCuttoutte, 178 18 21 47, USMC, was serving with the 3d Marine [Tvisiug (Reinl ,
FMF, FP{O San Franciseo, Califoroia 366072, and received PCS orders Lo MCLD, Harstow, nlifnrnin, for
duty. ilewus derached from his old dity station at F800, 4 November 1983 He way suthorized 30 days”
delay en route and 1 day of travellime by POC to accomplish the necessary travel from the PUL, Laos
Angeles lntl Awport, California to his new duty stulien. Ilis orders diterted that he report Lo his oew
duty station na lacer than 2400, & December 1988, Privale Deluttoette filed Ly report ti hiz new duty

gtation until 1900, 3 January 1958,

Chusvione, WY
1,140 Milcs 96 Mile:

Los Angeles
Internatignal Airpoert 13t Miles  wmed MCLD, Barstow. A

Private DeCutloutie is entitied to permanent change-of-stalion allowanees rom Ok inawa, Japan Lu
MOLB, Barstow, Califoenia,

Elapsed Tume Computation

Privaic DeCuttoulle lailed to report as directed by his transfer orders. Con sequently, he entered into an
unauthorized absence (LA status at 0001, & December 1989, Na accountability ul wlapsed time can be
made until the Marine is returned to military contral and is rastored toa daty status. The comouoding
ollicer will enderse the travel orders Lo indicate whether the petind alabsence in excess of the proceed,
delay, and/or traveluime authoerized by the wravel arders will or will oot be excised as unavaidable, The
commanding officer will cnsure that the Marine prepares and submils the travel claim for settlement
The disbursing officer will report the elapsed time ens uring thul nay perieds of absener excused us
unavoiduble are reported as delay. Any perivds of abaence not excused as unavodable will be accounted
for by the eommanding eilicer per MCO 1080 335,

Orders. FCs ... from 3d MarDiv, Ukinawa, Japan to Los Angeles [ntl Alrport, CA, 10
MCLB,CA . ..
Authorized 30 dave' delay and 1day seavel by POC . ..
E¥Ticial ordered Tand travel distance . 131 miles

Figure 10-3-12.-- PC5 Crders - Marine Fails to Heport -CONTE Biund.

10-38



MCTIM

Circumstance of Trave!l

DATE TIME PLACE MODE DISTANCE

4 Nov NDEP 1330 Camp Hansen, Okinawa, Japan GB
4 Nov ARR 1400 Kadena AFB, Okinawa, Japan

4 Nev DEP 1730 Kadena AFB, Qkinawa, Japan Gp
(Crossed I1L)
4 Ivov ARR 1917 Los Angeles Inti Alrport

4 Nov DEP 2145 Los Angeles Intl Airport Ccp
& Nov ARR 0030 Cheyenne, WY 1,14}
2 Jan DEP 0700  Cheyenne, WY PA
3Jan ARR LS00 MCLB, Barstow, CA 098
Total POC Travel (998)
Total CP Travel {1,140}

Total Travel {2,138)

Traveltime Computation:

{rdered distance .. 13t
POC . 131 (131 divided by 350 = 37 days) = 1 day

Alflowable traveitime .... 1day

*Actunl POC travel exceeds ordered distance. No fyrther constructive computation is required.

Accountability of Flapsed Time:

Excess elapsed time exeused as unavoidable:

Delay En Route 59 days & Nov 89 2.Jan 90
Traveltime lday 3dan 20

Excess elupsed time not excused:
Delay En Route i0deya & Nov-4 Dec 89
Travel time 1day 5 Dec 86

Dishursing Diary Entry - Excess elapsed time excused a3 unavoidable

STRT|PCS -0BO0 931104 DESY9 TROL-1300[300104

Time of detachment — ! l

Date of detachment

Dalay en route code |
No. days delay
Traveltime code
Ho. days travel
Time of reporting
Date joined new command

Figure 10-3-12.--PCS Orders - Marine Fails to Report - CONUS Bound--Continued.
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Dizhuraing Diary Bolry  lixcecs alapseid time gob exelsd

ETRT|PCS -0DBOD B9L104  DEIQ TROL-ITI5HIILIZLE

Time af decachmank
pate af detachment
Delay er roubs codwe
Ho.days d4alay
Traveltinge code
Ho. days trawel
Time of reporcing
Date joined oew command

_I& |

Figure 10-3-12.--PCS OQrders - Sarine Fails o Report - CONUS Bound--Continued

10-57



MCTIM

Circumstances of Travel

Bergeant Hiram Walker, 142 18 20 13, USMC was stationad with the 2d Marine Divisicn, Camp
Lejeune, Narth Curolina. On 15 May 1989, he received PCS orders to Lthe 1st Marine Ajrcraft Wing on
Okinawa for duty. He was detached at 0800, 24 June. e was authorized 4 days’ proceed time, 30 days’
delay on route, and travel by POC. Re was directed to report to Los Angeles [ntl Airport, California for
his port call for transoeeanic bransportation ne later than 2100, 3 Augusi. While at his leave
destination of Twin Falis, ldaho, he was invelved in & motorcyele accident. He was rendered
unconscious and incapacitated from 1530, 21 July, until released from the hospital ac 110010 August.
The sergeant contacted the Marine Corps Movement Coordination Center (MCMCC Camp Pendleton,
California to inform them of the accident and hospitalization. He was authorized to resurme bis delay
status and was directed to report the the MCMCUC no later than 2400, 22 Augost. He complied with the
medification of his orders and reported at Lhe MCMCC at 1600, 22 August. He remained there unul he
departed for Los Angeles Int! Airport at 1800, 26 August. He arrived at 1st MAW, Okinawa, Japan, al
1830 27 Avugusl.

Twin Fallz, 1D

858 Miles
l.os Angeles Intl Alrport, CA 2, 464 Miles
%Miles/\z,ﬁﬁl Miles
Camp Pendleton, CA 2,660 Miles Camp Lejeune, NC

Sergeant Walker is entitled to PCS allowances from Camp Lejeune, Morth Carolina to 13t MAW via
Camp Pendleton, CA.

Elapsed Time Computation

Sergeant Walker traveled by POC from Camp Lejeune, North Carolina to his teave destination, Twin
Fallg, Idahg. Upon resumption of his travel subject to modification ol his original orders, he proceeded
by POLC to Camp Pendleton, California. He was inan awaiting transportation status while at Camp
Pendleton and remained so until his arrival at Okinawa, Japan, The official distance for ordered land
travel was 2,660 miles. The following methed of computation for accouniability of elapsed time will he
used:

Figure 10-3-13.--PCS Orders - Marine Fails w Report - Overseas Bound/ lowpitalized En Route.
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Orders POR .. CONUSland travel by POC . Camp Lejsune, NC, tu Camp Pendlaton, Ca
MTicial ordeced digtance .. . 2 8a0 niles

IEnerary:
DATE TIME PLACL MOLE DISTANC
21 Jub NEP N804 Camp Lageuns, MC A
28 Jun ARR 1300 Twin Fallg, 1T Z 464
12hug DEFP 0700 TwinFalls, ID PA
wehug  ARR 1600 MOMCOC, Camp Pendleton, CA Ban

6 Aug DET 10 MOMOE, Camp Pendletar, CA AH
26 Avg  AHRR 1953 Las Angeles il Avrport, Cf

' Aug DEP 2035 l.on Angules Lt Alrper, CA GP
27 Aug  ARR 1330 Kadcna & FB, CHinawu

T'ransoceanic

Trtal POC Travel 3,528

Traveltime Compatatism:

Credered distance . 24960
BOC L -2 660 (2,660 divided by 350 = T days with 210 milet remaining) = Rdays

Conatriuetive Traveltime . Bdaya
Allowabls Traveltime ... Bdays

Accounlability of Plapeed Time:

Froceed Time 4 duys 22- %5 Jun
Delay En Route 26 days 2f Juns - 20Jul
Sick 21 daya 21Jul - 10 Ang
Delay En Enute 4 daym 11- 14 Aug
Traveltime Aduys 15- 32 Aug
* Awiiting Transpuriaticn
Tranueecunic Travel  5days 23 - 27 Ang

A1 trananceanic travelfawaiting Lrunsportation is performed in o daty status oclween time
reportet to MOMEOC aed arrivel ot new duty stalion,

Fogure 1) 3-13.--POS Qeders - Marine Fail3 o Feport {1versaus Buued/isspitalized En Reule
Cantinitrd
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Disbyraing Diary Entry
STRTlPCS 0800 830621 PROA DE35 SX21 DED4 TRO AT05-1B10890828

1 3
Tima of detachment l |
Date of detachment h |

Procesd code |
Ho. days procesd
Delay en Eoute code !

I

Ho, days delay
Gick time code
Wo,. Jays sick
Dalay en foute code ____ . —
Ne. days delay -
Traveltime code
Ho. days travel
Avaiting tranepsrtation ceda J
No. days awajting transportation
Time of reporting
Cate jcined rev command

Figure 10-3-13..-PCS Orders - Marine Fails to Report - Ovaraeas Bound/Hospitalized En Route--
Continued
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Circutmatance of Travel

Captain Delbert . Norsalfinne, 169 1821 39, USMC was siationed at the Marine Corps Finance
Center, Kansas City, Missouri. [le was ordered to attend Lhe annual Inspector Instructors Conference
1o be held ut Nashville, Tennessee, during the period 18- 29 fune 1988 The Captain requested and was
granted 10 days’ annual leave in connection with his TAD nrders and authority to perform the required
travel by POC at his own convenience. He departed on TAD at 1525, 15 June. required travel status for
the outgaing portion of Lravel commeneed at 1300, 17 June with scheduled arrival at Nashville,
Tennessee, at 1715, 17 June. The return portion of travel Lerminated at 1230, 23 June

MOFC, Kansas Ciky, MD\

570 Miles

\ Nashville, TN

Captain Dorsalfinne is entitled to TAD allowances for the period 18 - 22 June and allowable traveltime.

Elapsed Time Computation

Captain Dorsalfinne traveled by POC, for reason of own eonvenience fram MCFC, Kansas City,
Missouri to Nashyille, Tennessee, and return, a total distance of 1,140 miles, e was authorized and
took 10 days’ annual leave in conneetion with the TAD. The Tollowing is the method of computation for

accountability of elapsad time:

Orders: TAD ... Trom MCFC. Kansas City, MO to Nashville, TN and return ..
Official ordered distance ... 1,44 miles
[tinerary:
DATE TIME PLACE MODE
15 Jun DEP 15825 Kansas City, MO PA
17Jun ARHR 1540 Nashville, TN
23Jun DEP 0730 Nashvilte, TN PA
23Jun ARR 1120 Land Between the Lakes, KY
02 Jul DEP 06530 Land Betwean the Lakes KY  Pa

02 Jul ARR 2130 Kansas Cily, MO

PQC Land Travel

OFFICIAL
DISTANCE

570

114

466
(1,1400

Figure 10-3-14.-TAD Orders  With Leave in Connection Therewith.
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Traveltime Com:

Ordernd distance ..... 1,140 miles

Traveler authorized to travel POC for reason of own convenience. Therefore, traveltime will be
computed and authorized based on prevailing schedules for commereial aireraft.

Allowable Traveltime 2days
Accountability for Elapsed Time

Leave 1day 16 Jun

Traveltime Iday 17 Jun

TAD 5days 18-22Jun
Traveltime 1day 23 Jun

Leave 9days 24 Jun - 2Jdul

Disbursing Diary Entries

A separate entry is required for each period of leave taken in connection with TAD.

Beginning data
HNa. of days of
Data af actual

Begimning date
No. of days of
Date of actual

STRTITAD LV -830616 01|890702

af leave

leave _

return from TAD

STRT|TAD LV -830624 09|890702

of laave

laave

L]

return from TAD

Figure 10-3-14.--TAD Orders - With Leave in Connection Therewith—-Continued.
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Circumstance gf Travel

PFC Michael & Head, 118 19 04 15, USME received recruit transfer orders from Parris [sland, Ssuth
Carotina to MCH, Camp Pendletuc, California, for temporary duty under in struction and for further
transfer by Headguarters Marine Corps. Ile was detached 1100, 7 July 1989 and authorized delay en
route. He was to report by 24040, 25 July. While on leave in Portland, Oregon, he recaived A
wadification on his orders to perform TDY in conneclion with recruiling matters at Portland, Oregon,
during the period 25 July through 7 August, Upen completion of TDY  he was to proceed and report not
later than & Aupust to MCE, Camp Pendlewn for temporary duty under inztruction angd for further
transfer to the O, Marine Corps Air Station, El Tore, Santa Ana, California, for duly. e camplied
with the mudification to his arders and reporled for recruiter assistance duly at 0800, 25 July and
detached at 1700, 7 August. He reported 1o MCB, Camp Pendlaton, California, at 2330, B Aupust. AL
14010, "9 September, PFC liead completed hiz TEMINS at Camp Pendleten, wnd detoered. e reprrted
to the Commanding General,MCAS, El Tora, Santa Ana, California, at 1650, 30 Septembur,

I'artland, OF

252

040
i Parris lslapnd, 8C
ElToro, CA

Camp Pendleton, CA

PFC Head is entitled w POS allowances for the ardered travel from Parris [eland, Seuth Caroling tn
MCAS, Bl Tarn, Califernia, via Camp Pendleton, California. He is alsa entitled to per diem for the
period ORD], 25./nly thraugh 1700, 7 August while performing lemporary duly as a recruiter assistant
at his leave point in Portland, Oregon.

Elapsed Time Computation

P'FC Head traveled by POC from Parrie Ieland, South Carolina to Savannah, Georgia, and ity
rommercial plane from Savannah, Georgia o hia leave point in Portland, QOregon. Upon cempletion of
lagve and TDY in Purlland, he traveled hy POC to Camp Pendleton, California. Upon completian of
TDY at Camp Pendleton, California, he traveled by POC to MCAS, El Toro, Culifornia. The offie:al

4 stance Far ordered Jand trave! was 2,463 miles. The fallowing method of computation far
accountabilily of elapsed Uime will be used:

Crders: BCS ... CONLSland travel by POC, CP, POC .. Parris Island, SCto Kl Tovs, CA,
vig Camp Pendlewn, CA .
Onficial ordered distance ... 24681 miles

Figure 10-3-18. PCS Qrders - TDY as Recruiter Assistant.
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[1tinerary:
| DATE TI ME PLACE MODE DI STANCE
| 7 Jul DEP 1100 Parris Island, SC PA
7 Jul ARR 1300 Savannah, GA *41
7 Jul DEP 1500 Savannah, GA cP
7 Jul ARR 2100 Portland, OR 2,889
25 Jul -7 Aug TEMDU Portland, OR
Recrui ter Assistant
7 Aug DEP 1700 Portland, OR PA
8 Aug ARR 2300 Canp Pendl et on, CA 1, 040
9 Aug - 29 Sep TEMDUI NS Canp Pendl et on, CA
29 Sep DEP 1400 Canp Pendl et on, CA PA
30 Sep ARR 1650 El Toro, CA 46

Total POC Travel (1,086)
Total CP Travel (2,889)
Total Travel (3,975)

*DO not include this mleage in the conputation of allowable traveltine.

The local carrier for commercial air is |located at Savannah, GA.

Travel ti me Conputati on:

(1st LEG - LAND TRAVEL)

Ordered di stance 2,417 (Parris Island, SC to Canmp Pendl eton, CA)
POC -1,040 (1040 divided by 350 = 2 days with 340 niles
remai ni ng) = 3 days

1,377

CP(remai ni ng di stance) (1377 divided by 500 = 2.8 hours) = 1 day

Total POC........ .. ... . .. .. .. 3 days
Total Commercial..................... 1 day
Total Constructive Traveltine........ 4 days
Al lowable Traveltime................. 4 days

(2d LEG LAND TRAVEL)

O dered di stance 46 (Camp Pendl eton, CAto El Toro, CA)
PCC - 46

Al |l owabl e Traveltinme 1 day

Fi gure 10-3-15.--PCS Orders - TDY as Recruiter Assistance-Continued.
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CHAPTER 10
ELAPSED TI ME

SECTI ON 4: TEMPORARY ADDI TI ONAL DUTY:
TRAVELTI ME AND LEAVE

PART A: TAD TRAVELTI ME

100401. GENERAL. Conpute traveltime fromthe time the Marine departs the
pl ace from which ordered to TAD to the tinme the Marine returns. This mnust
not exceed air/surface transportation schedul es that coincide with the
requi renents of the orders.

100402. TRAVEL BY POC. (See JFTR, paragraph U3300.) The order-issuing
authority may authorize travel by POC as nore advantageous to the Government.
This nmust be agreeable to the Marine.

1. A Marine traveling by POC is entitled to the same anpunt of traveltinme
as if traveling by Governnent conveyance.

2. Before authorizing POC travel, conpare what it would cost the Marine to
travel by POC to the cost for travel by commercial/Governnent air:

a. POC. Add costs of the follow ng:
Per diemto and fromthe TAD site
Lost tinme to and fromthe TAD site
Oficial distance of the ordered travel at the current MALT rate
b. Commercial/Governnent Air. Add the costs of the foll ow ng:
Round-trip ticket (consider group or discount rates)
Per diemto and fromthe TAD site
Lost tinme to and fromthe TAD site
I nci dental expenses related to air travel (e.g., tips, parking fees,

taxi charges)

100403. TRAVEL BY AR I nclude the actual or estimated tine used to travel
to and fromthe air termnal.

1. Traveltine is based on the time the Mrine detaches, as shown on the
endorsenent to the orders. Conpute the traveltime based on whol e days: with
fractional parts of 24 hours counted as whol e days.

2. The Marine should travel by direct through routes, using the first
avai | abl e connection at points of change. This will depend on the class of
priority authorized by the orders.
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3. Cenerally, only 1 day of traveltinme by air is allowed. The traveler mnust
endorse the orders, specifically stating the reason(s) why excess tine
excl usi ve of personal preference or conveni ence was required.

100404. TRAVEL BY GOVERNMENT TRANSPORTATI ON. The actual tine required for
t he node used is authorized.

100405. TRAVEL BY AERO CLUB Al RCRAFT. See JFTR, paragraph U3210. The Aero
Cl ub concerned nust authorize use of the aircraft.

1. In addition, the commandi ng of fi cer of the appropriate sponsoring
installation nust certify that MCO P1710. 16 has been conplied with, and the
i nsurance in effect at the tine the travel is to he perforned covers the use
of club aircraft for official duty travel.

2. Oders nust contain the follow ng statenent:

Travel by Aero Club aircraft is permtted at the option of and
for the conveni ence of the individual traveler.

PART B: LEAVE I N CONNECTI ON W TH TAD

100411. CGENERAL. See MCO P1050.3. The day the Marine departs on |leave is
a day of duty. The day the Marine returns is also a day of duty, if the
Marine returns before 0900, Leave is not charged for any day official travel
i s perfornmed.

100412. DEPARTURE FROM THE PERMANENT DUTY STATION. If the tinme between the
date of departure fromthe permanent duty station and the date of joining the
tenporary duty site is nore than the authorized traveltine,

1. period just before the date joined is considered traveltinme, and

2. the remmining period is charged as | eave.

For exanple: A Marine is ordered to report at Canp Lej eune, North Carolina,
for 10 weeks no later than 2400 on 31 May. The Marine |eaves Norfol k, the
per manent duty station, on 28 May. Leave and traveltime is accounted for as
fol | ows:

28 May - date departed (day of duty)
29-30 May - | eave
31 May - travel (constructive schedule shows that the Marine could
have departed
Norfol k at 1445 on 31 May and conplied with the orders,
Constructive travel status begins at that tine and date.
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100413. DEPARTURE FROM TEMPORARY DUTY STATION. If the time Between the
date of departure and the date of return to the permanent duty station is
nore than the authorized traveltine,

1. the period just after the Marine departs the TAD station is considered
traveltime, and

2. the remmining period is charged as | eave.

For exanple: A Marine departs fromtenmporary duty at Canp Lejeune, North

Carolina, at 2000 on 25 April. The Marine reports at the permanent duty
station at 0700 on 28 April. Leave and traveltinme will be accounted for as
fol | ows:

25-26 Apr - days of travel (constructive schedul e shows that the Marine
could have returned to Norfolk at 1100,26 April. Travel
status term nated 1100, 26 April .
27 Apr - day of |eave
28 Apr - day of duty

100414. LEAVE TAKEN | N CONNECTION WTH TAD. Use the foll owi ng di sbursing
diary statenent to report |eave taken to, from or between TAD site(s):

T 531 STRT|TAD L¥-

Six-digit dare leave hegan
Tuo-digit numbe: of days
laaye takan {01, 15}_ _
Six-digic date of celLurn
From TAD Br azcival ak
TAD stataon

The TAD reporting unit must account for and report any |eave authorized by
the TAD site commander. See MCO P1080. 35.

PART C. SETTLEMENT OF CLAI M5

100421. | F THE MARI NE PERFORMS TEMPORARY DUTY FCOR 45 DAYS OR MORE

1. At the Tenporary Duty Station
a. Supporting Docurments Required
(1) Original and two copies of the PCS/ TDY orders.
(2) The original and two copies of the NAVMC 11108. Menorandum
Endorsement - Certification of Accountability for Elapsed Time - TAD 45 Days
or More. Part | should be conpleted and signed by the Marine and certified

by the commandi ng officer or a designated representative.
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b. Action

(1) Conpute the el apsed tine between the date the Marine detaches
fromthe previous duty station and the date of joining the tenporary duty
station.

(2) Report the elapsed time. Use the disbursing diary statenent
shown i n paragraph 100301

(3) Conplete part Il of the NAVMC 11108. Attach the original of the
PCS/ TDY orders.

(4) Return the original and one copy of the PCS/TDY orders (with the
original NAVMC 11108) to the tenporary duty station commandi ng of ficer

(5) File a copy of the NAVMC 11108 and a copy of the disbursing
diary page with the elapsed tine entry on it on the left side of the Marine's
PFR. If you or the Marine do not have custody of the PFR forward copies
of these documents under a letter of transmittal to the Marine's (new)
per manent duty station.

(6) Keep the third copy of this form together with a copy of the
PCS/ TDY orders, for record purposes.

2. At the Permanent Duty Station
a. Supporting Docurments Required
(1) Original and three copies of all PCS/ TDY orders.
(2) Original and one copy of the NAVMC 11108.
(3) Copies of previously paid vouchers.
b. Action

(1) Compute all periods of proceed, delay, and traveltine not
previously reported at the TDY site.

(2) Report the elapsed tinme. Use the disbursing diary statenent in
par agraph 100301. (If any periods of elapsed tine had been erroneously
reported, correct them now.)

(3) Return the original orders, together with copies of all vouchers,
to the conmanding of ficer for delivery to the Marine. This package woul d be
copied and filed in the service record as a | eave docunent, if applicable.

(4) Forward a copy of the orders to support DD Forns 1351 and 1351-2
and/ or copies of certificates and docunents, as appropriate, with the
di sbursing officer’s financial returns.

(5) File a copy of the orders, together with a copy of the conpleted
voucher forn(s) and/or certificate(s) in your retain flies.

(6) File copies of travel vouchers which show el apsed tinme and | eave
in connection with TDY in the PFR until the proceed, delay, and traveltinme
appear correctly on the Marine's LES. The travel vouchers may then be
renoved and destroyed.

(7) Account for and dispose of all GIR s and unused tickets subnitted
by the Marine followi ng the instructions in MCO P4600. 7.
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100422. CLAI M5 SETTLEMENT. Settlenment of proceed rations, |eave rations,

and BAQ (own right), as entitled, will be conmputer-generated and posted to
the MWA. Paynent will be nade on the first regularly schedul ed payday
after it is accepted by the system Al other entitlenents will be locally

determ ned and nanual ly paid. (The commandi ng of ficer may approve the |oca
and i mredi ate paynent for proceed and | eave rations and BAQ (own right) in
energency situations. Cainms for periods of TAD (non-PCS connected) will be
manual |y settled by the servicing disbursing officer.
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CHAPTER 11

TRAVEL COVPUTATI ONS

PARAGRAPH PACGE

SECTI ON 1: PER DI EM ACTUAL EXPENSE ALLOWANCES

PART A: PER DI EM

TEMPORARY ADDI TI ONAL DUTY TEMPORARY DUTY. .. ............. 110101
(TAD/ TDY)
PERVANENT CHANGE OF STATION (PCS). ..o oooeeeeoaen. 110102

PART B: ACTUAL EXPENSE ALLOWANCE

COVMPUTATI ON RULES. . . . ... 110111

SECTI ON 2: | NTERNATI ONAL DATELI NE (I DL)

GENERAL. . . . 110201
CLAIM NOTATI ON. . . o e e e e 110202
VESTERLY DIRECTION. . . ..o e 110203
EASTERLY DIRECTION. . . ..o e 110204
EXAMPLES. . . . 110205

USED. . . .o 110206

REFERENCE. . . . . .. 110301

11-3

11-3

11-3

11-5

11-5

11-5

11-5

1105

11-5
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PARAGRAPH PAGE

SECTI ON 4: TRANSPORTATI ON ALLOWANCES

TEMPORARY ADDI TIONAL DUTY. . ... e 110401 11-9

PERVANENT CHANGE OF STATION. . ... . 110402 11-9
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CHAPTER 11

TRAVEL COVPUTATI ONS

SECTI ON 1: PER DI EM ACTUAL EXPENSE ALLOWANCES

PART A: PER DI EM

110101. TEMPORARY ADDI TI ONAL DUTY/ TEMPORARY DUTY (TAD/ TDY). See the JFTR
1. Maxi mum Per Diem Rates Qutside CONUS. See the JFTR, volune 1, appendi x
B, part | Part Il of appendix B provides a breakdown of the MIE rates

out si de CONUS.

2. Maximum Per Diem Rates Inside CONUS. See the JFTR, volune |, appendi x D,

part | Part |l of appendix D provides a breakdown of the M&I E rates inside
CONUS.

110102. PERMANENT CHANGE OF STATION (PCS). See the JFTR, volune 1,
chapter 5, part H

1. If Transportation is Personally Procured. Furnished in Kind, or by GIR
See the JFTR, paragraph U5113.

2. If Transportation is by Privately Owmed Conveyance. See the JFTR
par agr aph U5105.

PART B: ACTUAL EXPENSE ALLOWANCE

110111. COWPUTATI ON RULES. See the JFTR, paragraph U4225.
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CHAPTER 11

TRAVEL COVPUTATI ONS

SECTI ON 2: | NTERNATI ONAL DATE (I DL)

110201. GENERAL. Wen conputing travel per diem all owances when a Marine
has crossed the international dateline, use actual elapsed tine.

110202. CLAI M NOTATION. The Marine must show the actual cal endar dates of
departure fromthe port of debarkation and arrival at the port of enbarkation
on the travel claim \When conmputing the claim adjustnents will be required.

110203. WESTERLY DIRECTION. If the Marine crosses the IDL in a westerly
direction, advance the cal endar date by 1 day. The Marine | oses a day when
crossing the IDL.

110204. EASTERLY DIRECTION. If the Marine crosses the IDL in an easterly
direction, set the cal endar date back 1 day. The Marine gains a day when
crossing the IDL.
110205. EAMPLES
1. Travel in a Westerly Direction. A Mrine departs Los Angel es
International Airport for Japan at 1710 on 8 August. The Marine travels
over mdnight on 8 August and arrives in Kadena at 0530 on 10 August. The
Marine travels over a 2-day period, yet 9 August is not considered when
conputing the anount of per diemthe Marine is entitled to.

Aug 08 ARR 1400 Los Angeles Int.,CA

Aug 08 DEP 1710

Aug 10 ARR 0530 Kadena Af, Japan

Aug 10 DEP 0630

Aug 10 ARR 0730 Canp Butler, Japan
2. Travel in an Easterly Direction. A Marine departs Kadena AR at 1710 on
12 October. The Marine travels over midnight on 12 Cctober, and arrives in
Los Angeles International Airport at 0900 on the second 12 Cctober.

Cct 12 DEP 1300 Canp Butler, Japan

Cct 12 ARR 1400 Kadena AB, Japan

Cct 12 DEP 1710

Cct 12 ARR 0900 Los Angeles Int.,CA

Cct 12 DEP 1300
110206. Dl FFERENCES BASED ON MODE OF TRANSPORTATI ON USED. Travel

entitlenents are based on the node of transportation used.
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1. Travel by GTR A Marine traveling by government transportation request
(GTR) is entitled to a per diemallowance. This is based on the constructive
schedul e or schedul e arranged by the traffic managenent officer for the

aut hori zed points of travel

2. Travel at Personal Expense. A Marine traveling at personnel expense is
entitled to MALT plus per diemfor the allowed traveltinme and the authorized
poi nts of travel
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CHAPTER 11
TRAVEL COVPUTATI ONS

SECTI ON 3: REI MBURSABLE EXPENSES

REFERENCE. See the JFTR, chapter 4, part F.
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CHAPTER 11
TRAVEL COVPUTATI ONS

SECTI ON 4: TRANSPORATI ON ALLOWANCES

110401. TEMPORARY ADDI TI ONAL DUTY. See the JFTR, volune 1, chapter 3,
part A

110402. PERMANENT CHANCE OF STATION. See the JFTR, volune 1, chapter 5,
part B.
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CHAPTER 12

PAYMENT TO OTHER SERVI CE MEMBERS

PARAGRAPH

SECTION 1. GENERAL | NFORVATI ON

GENERAL I NFORMATI ON. . . . oo e 120101
TDRL MEMBERS. . . . . 120102
TRANSPORTATI ON REQUEST. . . . . . 120103
CLARI FI CATION OF INSTRUCTIONS. . . ... .. e 120104

SECTI ON 2: COAST GUARD

GENERAL. . . . 120201
DEPENDENTS TRAVEL. . . . ... e 120202
HOUSEHOLD EFFECTS. . . . ... e 120203
PREPARATI ON OF FORMB ... .. e 120204

GENERAL. . . . 120301
CLARI FI CATION OF INSTRUCTIONS. . . ... .. e 120302
APPROPRI ATION. . . o e e 120303
FORMS. . . 120304
RECORD OF TRAVEL PAYMENTS. ... ... ... . i 120305
TRAVEL ADVANCES. . . . . . 120306
SETTLEMENT OF TRAVEL CLAIMS. .. ... . . . e 120307
DOUBTFULCLAI M. . . . e 120308
DEPENDENT TRAVEL. . ... ... . e 120309
>12 1

PAGE

12-3

12-3

12-3

12-3

12-5

12-5

12-5

12-5

12-7

12-7

12-7

12-7

12-8

12-8

12-9

12-10
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PARAGRAPH PACGE

DI SLOCATI ON ALLOWANCE. . . . ..o e e 120310 12-11
MOBI LE HOVE ALLOMNCES. . . . ... e 120311 12-11
SDITY CLAI MG, 120312 12-11

SECTION 4: Al R FORCE

>PAYMENT OF ADVANCE TRAVEL ALLOMNCE.................... 120401 12-13
TRAVEL CLAI M. . . . e e 120402 12-13
DOUBTFUL CLAIMB. . . o e e e 120403 12-13
>SETTLEMENT OF TRAVEL CLAIM .. ... ... . i 120404 12-14
>RECORD OF TRAVEL PAYMENTS. . .. ... . e 120405 12-15
DEPENDENTS TRAVEL. . . . .. e 120406 12-15
DI SLOCATI ON ALLOMANCE. . . . . . e 120407 12-15
MOBI LE HOVE ALLOMANCES. . . . . ... e 120408 12-16
TEVMPORARY LODG NG ALLOWANCE. . . .. ... e 120409 12-16

GENERAL. . . . 120501 12-19
TRAVEL ADVANCES. . . . . . 120502 12-19
TRAVEL CLAI VB, . . o e 120503 12-20
SETTLI NG RECONCI LI NG TRAVEL CLAIMS. .. ... ... i 120504 12-20
ORDERS CANCELED. . . . ... e 120505 12-22
CLAI M5 FOR DEPENDENT TRAVEL, DI SLOCATI ON,

AND MOBI LE HOVE ALLOMANCE. . . . ... 120506 12-22
HOUSEHOLD GOCDS. . . . .ottt e e e e et e 120507 12-23

12-2



MCTI M
CHAPTER 12

PAYMENT TO OTHER SERVI CE MEMBERS

SECTI ON 1: GENERAL | NFORVATI ON

120101. GENERAL | NFORMATION. Marine Corps finance officers may provide
travel and transportation all owances to the Arny, Navy, Air Force, and Coast
Guard menbers it provides regular pay service to. This includes applicable
dependents’ travel, dislocation, and nobile hone all owances. The finance

of ficer must maintain the PFR of Arny and Coast CGuard nenmbers before
providing service to them

120102. TDRL MEMBERS. dains of nenbers of other uniformed services who
are on the tenporary disability retired list will be paid by their
respective service center.

120103. TRANSPORTATI ON REQUEST. See MCO P4600. 7.

>120104. CLARIFI CATI ON OF | NSTRUCTI ONS. Requests for clarification or
interpretation of instructions and regul ati ons concerni ng paynent of nenbers
of the other uniforned services should be submtted to the DFAS-KC,
Directorate for Plans & Policy. Mlitary Pay & Travel Policy Division (M),
Kansas City, MO 64197-0001.
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CHAPTER 12

PAYMENT TO OTHER SERVI CE PERSONNEL
CHAPTER 2: COAST GUARD

120201. GENERAL. Follow the regul ations used to pay travel and
transportati on all owances to Marine Corps personnel when payi ng Coast Guard
nmenbers.

120202. DEPENDENTS TRAVEL. See the JFTR, volunme 1, to determ ne anounts
payabl e for the dependents of Coast Guard nenbers. The menber’s origina
orders and a conpleted DD Form 1351-4 will support the paymnent.

>120203. HOUSEHOLD EFFECTS. Do not pay vouchers a Coast Guard menber
presents claimng rei nbursenment for the shipnent of household effects. These
vouchers should be submtted by the Coast Guard nenber to the Commandi ng
Oficer, US. Coast Guard Finance Center, 1430A Kristina Wy,

Chesapeake, VA 23346-2635.

120204. PREPARATION OF FORMS. Use the applicable forms |isted bel ow to pay
advances and cl ai ns of Coast Guard personnel. Prepare these forns as
outlined in chapters 3 and 8, except as noted:

1. Type or wite the words "Paynent of Coast Guard Personnel"” in the areas
i ndi cat ed.
a. DD Form 1351: Travel Voucher - section I, block 9.

b. DD Form 1351-2: Travel Voucher or Subvoucher - at the top of the
form

c. DD Form 1351-4: Voucher or O aimfor Dependent Travel and
Di sl ocation or Trailer Al owance - in the heading PAYMENT FOR, in the space
desi gnat ed OTHER ( SPECI FY)

2. Accounting Cassification. Make the following entries in the appropriate
col ums.

Col um Entry
Appropriation Synbol and Subhead 69X0201
Bureau Control No. Al'l ot ment synbol nunber, as

shown on the travel orders

Auth Acctg Activity Travel Order Nunber

=2N
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CHAPTER 12
PAYMENT TO OTHER SERVI CE PERSONNEL
SECTI ON 3: ARMY

120301. CGENERAL. Follow regul ations prescribed in the JFTR, volune 1, and
this section, when paying travel and/or transportation all owances to nenbers
of the Arny.

>120302. CLARI FI CATI ON OF | NSTRUCTI ONS. Requests for clarification or
interpretation of Arny instructions should be subnmitted to the Defense
Fi nance and Accounting Service - Indianapolis Center, ATTN. DFAS-IN PPT,
I ndi anapolis, I N 46249-1076.

>120303. APPROPRIATION. Travel orders may cite a novenent designator code
(MDC) rather than accounting data. When paying an advance under these
orders, charge 21*2010, MIlitary Personnel, Arny and a bureau control nunber
determ ned fromthe MDC. The fiscal year will be the third digit of the
appropriation synbol and the fourth digit of the MDC. If the MDCis only
four digits, determine the fifth digit as foll ows:

Description Code

Travel of Arny menber

Dependent travel

Househol d goods expenses

(ot her than nontenporary storage) 3
Di sl ocation all owance 4
Trailer allowance 5
Nont enporary storage 6

N -

If PCS travel orders do not include the MDC, and if you do not have access
to Army Managenent Structure AR 37-10C XX (where XX denotes fiscal year),
address a request to HQDA ( DAPE-MBB), Washington, DC 20310 to obtain the
proper accounting classification.

120304. FORMB. Use the follow ng applicable forns to prepare and pay
advances and clainms to Arny personnel :

DD Form 1351: Travel Voucher
DD Form 1351- 2: Travel Voucher or Subvoucher
DD Form 1351- 4: Voucher or C aimfor Dependent Travel and

Di sl ocation or Trailer Allowance, as
appropriate

The Arny does not issue original orders, therefore, a copy of the orders
Wi || support paynent. The finance officer’s endorsement on the orders is
not required.
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120305. RECORD OF TRAVEL PAYMENTS. Rather than endorsing the Arny nenber’s
orders, use the DD Form 1588: Record of Travel Payments to record and check

the propriety of payments. |If this formis not available, notify the finance
office maintaining it of the payment. Any checkages to the nenber’s pay
account because of an overpaynment will be initiated by that finance officer

>1. Opening a DD Form 1588. If the Arny nmenber’s last station used the
Integrated Autonated Travel System (IATS), and had no outstandi ng advances,
t he menber may not have a DD Form 1588. It will be necessary to open a DD
Form 1588 when meki ng a paynent.

>2. otaining New Fornms. (Cbtain the required forns fromthe nearest Arny
finance and accounting office or fromthe U S. Arny Publication Center,
2880 Eastern Boul evard, Baltinore, MD 21220.

3. Recording Transactions. Record the follow ng transactions on the DD
Form 1588 in abbreviated form

a. Advance paynent of travel allowances. |Include any nileage all owance.

b. Paynment of accrued allowances for travel of nenbers.

c. Settlenment of advance travel paynents. (If a travel voucher is
submitted after a rel ated advance has been settled, record the deduction as

t hough an advance had not been nade. However, on this form indicate that
the itemas settled.)

d. Paynent of trailer allowance, dependent’s travel, and di sl ocation
al | owances.

e. Transportation furnished the nenber and dependents at Government
expense.

f. Determ nations of dependency for any dependents other than spouse
or legitimte child under 21 years of age.

4. Suppl enental Paynments. Cross-reference the nunber of any preceding
voucher on which paynment was made under the same orders.

5. Menber Transfers. Forward the DD Form 1588 to the new duty station of

the menber. The losing finance officer should sign the DD Form 1588 on the
first blank Iine and indicate the grade/ name/ USMC and DSSN

120306. TRAVEL ADVANCES

1. Paynent of an Advance. Use the DD Form 1351: Travel Voucher to pay
travel advances to Arny personnel as foll ows:

a. Heading. Self-explanatory.

b. Section I: PAYMENT FOR. Check block 1 or 2, as applicable. Check
bl ock 9 and enter the words ' ARMY MEMBER .

c. Section 11: | NDI VIDUAL PAYMENT. Sel f-explanatory. The nenmber nust
sign for cash paynents
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d. Section VI: ACCOUNTI NG CLASSI FI CATI ON(S)

(1) Permanent Change of Station. Enter the accounting classification
shown in the nmenber’s orders or converted fromthe MDC. The MDC is contained
in the PCS orders for Army personnel

> (2) Tenporary Duty. Wile the appropriation and fiscal station
nunber remai n unchanged, convert the accounting classification show in the
orders to special advance account nunber 9930 and project account nunber
P0930-41. For exanple, if the orders show

76- 8541 Operating Agency - Allotrment No.
P2202020 Proj ect No.
21 El ement of Resource

Convert to when entering on the travel advance voucher

76- 8541 Operating Agency - Allotrment No.
P202020 Speci al Advance Account No.
4110 El ement of Resource

(3) Two Fiscal Years Involved. Charge the current fiscal year when
the nmenber’s orders involve 2 fiscal years.

2. If paying a travel advance for tenporary duty, a copy of the paynent
voucher needs to be forwarded to the travel branch cited in the paynent.

120307. SETTLEMENT OF TRAVEL CLAIMS. Arny nenbers should prepare a DD
Form 1351-2: Travel Voucher or Subvoucher, as explained in chapter 3,
section 3, for PCS travel, and chapter 8, section 3 for TAD travel. In
addi tion, infornmation about previous advances nade will be included under
t he headi ng.

1. Supporting Documents. The original and three copies of the travel
orders, the DD Form 1588, and certificates as to the availability of
adequat e Governnent quarters, mess, and officers or enlisted open mess.

2. CaimConpletion. Conplete the DD Form 1351-2 as described in chapter 3,
section 4, for PCS travel, or chapter 8, section 4, for TAD travel

3.  Ampount Advanced Equals Anpbunt Due. Enter the word "NONE" in the AMOUNT
PAI D bl ock. Reflect the appropriation accounting data shown in the orders
in the accounting classification section of the voucher

4. Anount Due Menber. Enter the net ampbunt due the nenber in the ACCOUNTI NG
CLASSI FI CATI ON SECTI ON of the form Transcribe the accounting data cited in
the orders to the voucher. You may pay the menber in cash or by check

5. Menber Overpaid. Collect the anbunt of the overpaynent by one of the
foll owi ng net hods:

a. Menber Makes Cash Paynent

(1) Prepare a NAVCOWPT Form 2277: Voucher for Di sbursement and/ or
Col I ecti on when the nenber makes a cash paynent in the amount of the
over paynent. Show the appropriation to which the travel advance was
originally charged, to include TTC ' 1K
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(2) Endorse the settlenment voucher. Show the anbunt recouped, the
nunmber of the collection voucher, and the date.

b. Menber Does Not Make Cash Paynent

(1) Prepare a DD Form 139: Pay Adjustnent Authorization to recoup
overpaid travel advances. Show the anount due the CGovernnent and the
appropriation to which the travel advance was originally charged, to include
TTC ' 1K' .

> (2) Forward the original and two copies to the Arny finance office
mai nt ai ni ng the nenber’s personal financial record. |If locator service is
required, forward the DD Form 139 with a transmittal letter which states
"Locator Service requested’ to the Defense Finance and Accounting Service -
I ndi anapolis Center, ATTN: DFAS-IN-JFB-R, Indianapolis, |IN 46248-0865.

(3) File a copy of the PAA in a suspense file. Followip action
shoul d be taken until acknow edgnent is received.

(4) Endorse the settlenment voucher to reflect the DD Form 139
checkage action

>120308. DOUBTFUL CLAIMS. Forward clainms involving doubtful entitlenments
to the Defense Finance and Accounting Service - Indianapolis Center, ATTN:
DFAS- I N- PPT, I ndi anapolis, IN 46249-1076. Include the follow ng supporting
docunent s:

1. The covering voucher, conpleted in full except for the certifying
official's signature and date.

2. Conplete sets of all orders

3. Oher required supporting docunents. These should include the finance
officer’'s certification: "I have not and will not nmake paynent in the future
unl ess ot herwi se authorized by conpetent authority."

4. An explanation by the forwarding finance officer as to the questionable
nature of the claim

120309. DEPENDENT TRAVEL. Follow the regulations of the JFTR volune 1, and
chapter 4, section 2, of this Manual. However, do not pay clains in the
foll owi ng instances:

>1. Menber Retired, Placed on TDRL, or Discharged Wth Severance/
Readj ust nent Pay. Forward clains for dependents’ travel to: Defense Finance
and Accounting Service - Indianapolis Center, ATTN. DFAS-I N RCC,

I ndi anapolis, |IN 46249-1546

2. Discharged or Rel eased From Active Duty. Forward clains for dependents
travel to the Arny finance and accounting office which provided financial
services for the Arny nenber’s separation point.

3. Dependents Traveling to Designhated Place. Follow the procedures outlined
in chapter 4, section 2, with the followi ng exception. A copy of the

over seas comander’s di sapproval of concurrent travel to an overseas duty
station nmust support a claimfor dependents travel to a designated pl ace.
This is only required if the Arnmy nenber’s orders do not state that the
dependents are not authorized to travel to the overseas duty station
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>120310. DI SLOCATI ON ALLOWANCE. Fol |l ow t he procedures outlined in
chapter 4, section 3, to prepare and process clains for dislocation

al l owance. Orders nust cite the specified paragraph of the Arny Regul ation
614-6, a specific message, or other authorization before a second or
subsequent PCS move in the same fiscal year may be paid.

>120311. MOBILE HOVE ALLOMNCES. Follow the procedures outlined in
chapter 4, section 7, with the foll owi ng exception: The original or a

| egi bl e copy of the paid or unpaid item zed bill fromthe transporter mnust
support a claimfor reinbursement. Do not process unless you are prepared
to process the W2, also.

>120312. DITY CLAIMS. Do not process unless you are prepared to process
the W2, also.
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CHAPTER 12
PAYMENT TO OTHER SERVI CE PERSONNEL
>SECTI ON 4: Al R FORCE
120401. PAYMENT OF ADVANCE TRAVEL ALLOWANCES

1. Ceneral. Wen an Air Force nmenber subnits a request for advance to a
Marine Corps finance officer, the finance officer is to advise the traveler
that any debt resulting fromthe receipt of the advance is subject to
automati c deduction fromtheir payroll account. Provide the follow ng
statement to each traveler prior to or upon their receipt of an advance:
"Pursuant to 5 U.S.C. 5705 (enployee) and 37 U.S.C. 1007(c) (menmbers), any

i ndebt edness resulting fromthe receipt of this advance nmay be automatically
deducted without further notice fromyour current pay, final pay, or other
nmoni es due you unl ess you nake voluntary restitution.” This notice nmay be
provi ded on the advance paynent voucher, or by any other nmeans deened
appropriate by the finance office. Acknow edgnent (signature) by the
traveler is not required. The travel advance payment cannot exceed 45 days
of authorized and al | owabl e out - of - pocket expenses as prescribed by the
standard DoD advance policy, except when the orders approving official

aut horized in the orders and advance of expenses for a | onger period of tine
as warranted by the nature of the travel. For Air National Guard (ANG
menbers or technicians, when tine and di stance prohibit receiving advances
fromthe Air Force finance office and upon approval of the [ocal ANG
Comptroller, inprest fund cashiers (providing these funds are avail able) nay
pay travel advances in anounts not exceeding $500. |In addition, active duty
mlitary and civilian travel ers may be paid travel advances by an i nprest
fund cashier. This procedure will apply on an "exception" basis in those
rare instances where travelers are assigned to off-base | ocations and do not
have a finance office in proximty, and tine and distance prohibit receiving
an advance fromtheir servicing finance office. The same nonetary ceiling
cited above for ANG nenbers and technicians apply.

2. Restrictions. The following restrictions apply to travel advances away
fromthe permanent duty station (PDS). The paying finance office wll
request authorization to make advances fromthe finance office servicing the
menber’s PBS. Authorization can be obtai ned by tel ephone, electronic mail

or nmessage. The paying finance office will forward a copy or the DD

Form 1351 to the finance office servicing the PDS. Use the appropriation
data in effect at the tinme of paynent. The finance office servicing the PDS
wi || post the paynment information to the nenber’s travel record. |If approval
fromthe finance office serving the PDS cannot be obtained in tine, the TDY
finance office is authorized to advance an anount not to exceed 80 percent

of 3 days’ allowable and authorized out-of -pocket expenses, if they can
verify the TDY is valid by contacting a |l ocal source (e.g., TDY supervisor

t he organi zation hosting the TDY, etc.). For an en route finance office, do
not pay an advance w thout verification fromthe finance office servicing
the PDS, except, if the travel er needs energency funds, then the finance

of ficer or deputy can approve up to the | esser of $100 or 80 percent of

3 days’ allowabl e and authori zed out-of - pocket expenses while waiting for
verification or consider paying a partial civilian pay paynent. Annotate
the retained copy of the travel advance paynent docunment with the nane,
trade, and tel ephone nunber of the person (fromthe finance office servicing
t he menbers’ PDS) authorizing the advance of funds. Mail a copy of the
advance voucher to the finance office servicing the PDS

120402. TRAVEL CLAIMS. Air Force nenbers will usually prepare clains for
travel based upon instructions received fromtheir adm nistrative unit. The
finance officer is responsible for ensuring the clainms are accurate and

refl ect proper transactions.

120403. DOUBTFUL CLAIMS. Forward clains involving doubtful entitlenents to
t he Def ense Finance and Accounting Service-Denver Center (DFAS-DE/ YC), Denver
CO 80279-5000. Include the foll owi ng supporting documents:
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1. The settlenent voucher, conpleted except for the certifying official’s
signature and date.

2. Conplete sets of all orders.

3. Oher required supporting docunments. These should include the finance
officer’'s certifications: "I have not and will not make payment in the
future unl ess otherw se authorized by conpetent authority."

4. An explanation by the forwarding finance officer as to the questionable
nature of the claim

120404. SETTLEMENT OF TRAVEL CLAIM The finance office that maintains the
Air Force nenber’s pay record nust be notified of any paynents made to the
menber in order to make adjustnments to the menber’ record.

1. Leave Accounting. Process travel clains involving | eave reporting and/or
adj ustments of subsistence all owance as foll ows:

a. Annotate a copy of the paid voucher for BAS adjustnent and | eave
reporting. Forward it to the appropriate finance office.

b. Annotate the retain copy of the voucher finance office (ADSN) to
whi ch you sent the voucher for BAS adjustnments and/or |eave reporting and
the date on which the voucher was sent.

2. Anount Due Menber. Indicate on the final settlenent voucher the total
amount due the nmenber, |ess the travel advance and the net amount due.
Accounting data will show only the applicable net ambunt due the nmenber.

3. Menber Overpaid

a. Cash Renmittance. Air Force nenbers will be encouraged to nake a
cash paynment if overpaid on their travel advance. |If they do, take the
foll owi ng actions:

(1) Prepare a NAVCOWPT Form 2277: Voucher for Disbursenment and/or
Coll ection or a DD Form 1131: Cash Col |l ecti on Voucher.

(2) Return a copy of the voucher with the nenber’s orders.

(3) ldentify the collection voucher on the DD Form 1588: Record of
Travel Paynents. Forward a copy of the paid voucher to the finance office
(ADSN) nmintaining the nenber’s pay record.

b. Pay Adjustment. |If the nmenber does not nake a cash renittance to
cover the cost of the overpaynment, prepare a DD Form 139: Pay Adj ustnment
Aut hori zation. Forward the PAA to the ADSN mai ntaining the Air Force
menber’s pay record. |If a settlenent voucher is involved, take the follow ng
actions:

(1) Show a zero anount due the traveler on the travel voucher.
I ndi cate the ampunt due the United States.

(2) Record the pay adjustnment on the DD Form 1588, as foll ows:

DD FORM 139% TO FI NANCE OFFI CE (ADSN) (DATE SENT)

Forward a copy of the voucher to the finance office (ADSN) maintaining the
menber’ s pay record.
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120405. RECORD OF TRAVEL PAYMENTS. Use the DD Form 1588: Record of Trave
Paynents to record paynents of travel allowances nmade to Air Force nenbers
If an Air Force nenmber reports without one, open a new DD Form 1588
identifying it as tenporary. Forward copies of any travel advances or
settl enent vouchers paid to an Air Force menber or enployee to the finance
of fice servicing the nenber’s or enpl oyee’s PDS

1. Recorded Transactions. Record the follow ng transactions on the DD
Form 1588 in abbreviated form

a. Advance paynent of travel allowances. |Include any nileage all owance.
b. Paynment of accrued allowances for travel of nenbers.

c. Reinbursement of dependent travel

d. Paynent of dislocation allowance.

e. Paynent of nobile hone all owance.

f. Charges collected on the above transacti ons.

g. Travel of menbers and their dependents perforned by the use of
transportati on requests. Include even if the Air Force nember submits a
"no pay’ claim

h. Forfeitures of a claimto travel allowances by reason of fraud in
proof or statement. Identify the fraudulent claimby travel order numnber.

2. Disposition of DD Form 1588

a. Menber Under PCS Orders Transfers. Forward a copy of the Air Force
menber’s orders and the DD Form 1588 to the finance office at the nenber’s
new duty station.

b. Formis Conpleted. Staple the conpleted formto the back of a new
form

c. Menber is an Absentee. Annotate the DD Form 1588 "ABSENTEE" and
forward it to the finance office maintaining the menber’s pay record.

d. Menber Separated. Annotate the DD Form 1588 " SEPARATED (DATE)" and
forward it to the DFAS-DE/JS, Denver, CO 80279-5000.

e. Menber Reenlists. Continue to use the current DD Form 1588 when the
reenlistnent is i medi ate.

120406. DEPENDENTS TRAVEL. The policy and procedures included in the JFTR
volume 1, JTR, volune 2 and chapter 4, section 2, of this Manual apply.

When the claimis for dependent travel to a designated place, forward a copy
of the paid voucher to the nmenber’s PDS. When the nenber is separated or
retired, forward a copy of the paid voucher for dependent travel to the
finance office servicing the station where the nmenber was separated or
retired. Forward clains nore than 13 nonths after nenber was separated or
retired to DFAS-DE/ YC, Denver, CO 80279-5000.

120407. DI SLOCATI ON ALLOMNCE. Pay di sl ocation all owance on a DD Form
1351: Travel Voucher. Annotate the form"DLA" and forward it to the finance
of fice naintaining the nenber’s pay record.
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1. Accounting Data. Enter the appropriate type code follow ng the conmplete
maj or accounting classification (e.g., DA-J). The type codes are listed
bel ow.

Regul ar Paynents Code Adj ust nent s Code

O ficer with Dependents A O ficer with Dependents
O ficer without dependents E O ficer without dependents
Airman with dependents J Airman with dependent (s)
Ai rman w t hout dependents N Ai rman w t hout dependents

ormo

2. Entry on Travel Voucher. In the REMARKS bl ock, enter "DA", the proper
PCS code and the date the nenber left the |ast duty station. The PCS codes
are listed bel ow

Code PCS Description

DA1 Does not require secretarial determ nation
This would be the nenber’s first pernanent
change-of -station that fiscal year, other
than to or froma service school

DA2 Based on a secretarial determ nation

DA3 Based on a secretarial determ nation to, from
or between hospitals.

DA( S) To or froma service school

120408. MOBI LE HOVE ALLOMNCES. Process clains for nobile home al |l owances
as explained in chapter 4, section 7. The nenber nmust subnmit a copy of the
bill fromthe conmercial transporter when subnitting a claimfor

rei mbursement of personally procured transportation

1. Forns. The nenber nust prepare the claimon the DD Form 1351-2: Travel
Voucher or Subvoucher.

2. Dependent Travel Authorization. Wen a nobile home is transported to or
froma designated place under JFTR, paragraph U5505, the claimnust be
supported with three copies of the orders authorized the dependents’ travel
to the menber’s station

3. Evidence of Mwvenent by Personally Procured Commercial Transportation

If the claimis for novenent of a nobile home by personally procured
commercial transportation, the original voucher nust be supported with the
original or legible copy of the commercial transporter’s bill. The bill mnust
be conpletely item zed to preclude the settlenment of unauthorized costs. |If
t he voucher includes settlement of an advance of nobile home al |l owances and
the transporter is the sane one subnmitting the estinmate on which the advance
was based, the finance office attaches to the DD Form 1351-2 the
transportation agent’'s statement furnished with a copy of the DD Form 1351
received fromthe finance office who paid the advance. The cl ai mant uses
either a paid or unpaid bill to support claimfor nobile hone all owance.

2. Paynent Processing. For active duty nembers, forward clains to the
finance office servicing the menber’s current permanent station. For
retired or separated nenbers, forward clains to the |ast PDS

120409. TEMPORARY LODG NG ALLOMNCE. See the JFTR, paragraph U9200

1. Cdaim The nmenber car use an AF Form 1357: Requests for Tenporary
Lodgi ng Al l owance or the original and two copies of a NAVMC 11107

M scel  aneous Mlitary Pay Order to clai mpaynent of a tenporary | odging
al | owance.
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2. Supporting Docurments. \When the NAVMC 11107 is used, the menmber mnust
i nclude the follow ng supporting docunments with the claim

a. A statement fromthe nenber’s conmandi ng of ficer concerning the
avail ability of Government quarters.

b. A statement fromthe nmenber as to the dates the tenporary | odging
was occupi ed.

c. Special orders and tenporary lodging bills or receipts.

d. Any subsequent request for payment requires the original voucher
nunber cross-referenced on the request.

3. Paynent Voucher. WMake paynent on a NAVCOWPT Form 2277: Voucher for
Di sbursenent and/or Collection (original and five copies). Conplete the
paynment voucher as expl ai ned bel ow

a. Endorsenent. Include the follow ng infornation when endorsing the
paynment section of the voucher

(1) Type of allowance (TLA). Inconing (1), Extension of incon ng
(X), Departure (D), Extension of departure (E), Renovation Full (R) or
Renovation Kitchen (K). |If the allowance is paid to a nenber in a restricted

area on behal f of the nenber’s dependents at a designated | ocation, enter the
notation ' TLA-DEPN (nbr restr)’ in place of TLA

(2) Nunmber of persons for whomthe all owance is paid.
(3) The location deternmining the rate payable.
(4) The inclusive dates for which paynent is nade.
(5) The daily rate and the anount due.
For exanple: TLA (3) Kansas City, MO 8/1-4/89 @$45 a day, $450

b. Accounting Data. Make separate entries for each rate in the
ACCOUNTI NG CLASSI FI CATI ON section. The followi ng data is applicable:

Oficer 57(*) 3500 32(*) P510 S503725
Enlisted 57(*) 3500 32(*) P530 S503725

(*) Insert the last digit of the applicable fiscal year
4. Record of Paynent. Forward all vouchers and supporting docunents to
DFAS- DE/ JP, Lowry AFB, Denver, CO 80279-5000 for posting paynments to

menber’s master mlitary pay account.
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CHAPTER 12
PAYMENT TO OTHER SERVI CE PERSONNEL

SECTI ON 5: NAVY

120501. CGENERAL. Follow regulations prescribed in the JFTR, volune 1, and
this section to pay travel and/or transportation allowances to nenbers of the
Navy. Address inquiries concerning unique pay situations to the Defense

Fi nance and Accounting Service - Ceveland Center, Active Duty Pay Department,
Techni cal Division 641, 1240 East 9th St., Cevel and, OH 44199-2055.

120502. TRAVEL ADVANCES
1. PCS Trave

a. Restrictions. Do not pay advances for PCS travel nmore than 10
wor ki ng days before the Navy nenber detaches, except under unusua
ci rcumst ances.

b. Required Supporting Docunents. Oiginal and two copies of their
orders.

c. Conputation. Advance the traveler 100 percent of the anopunt
anticipated to be earned for PCS travel. |If TDY en route is involved,
conpute the advance for that portion of the travel as you would for TAD
travel.

d. Formconpletion. Use the DD Form 1351: Travel Voucher to pay an
advance for PCS travel to a Navy nenber. Conplete the formas described in
chapter 3, section 2, part C

> e. Endorsenment. Endorse the Navy nenber’s original travel orders as
fol | ows:

SYM Dov___
(Finance Ofice) (Dat €)
PD ADV MALT$_ FM TO
PD ADV PID$__ FM TO

Si gnature of DO, Deputy,
or Agent Cashier

U T
Wl w)
58
<<
3
RS
&
i
_<

Travel advances involving two fiscal years or nultiple funding require
separate endorsenents to show separate anounts for each fiscal year/
appropriation. |In such case, endorse the Navy nmenber’s original orders as
fol | ows:
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Si gnature of DO, Deputy,
or Agent Cashier

| SYM Dov___ |
| |
| (Finance Ofice) (Date)

| |
| PD ADV MALT$____ FY____ FM TO I
| PD ADV PID (NPN) $_____ FY |
| PD ADV P/D (Q&WN) $___ FY |
| PD ADV P/D (Q&WN) $__ FY |
| PD ADV PPDDEP PID$___ FY |
| PD ADV DLA$ FY. |
| |
| |
| |
| |
| |
| |

> f. Docurment Distrihution. Follow the procedures in paragraph 30233.

2. TAD Travel. Follow the procedures in chapters, section 2, part B. You
will be required to performa rudinentary validation of cost estinates
contai ned on all TAD orders presented for travel advances.

3. Wen PFR Is Not Available. Do not make travel advances to a Navy nenber
if your office or that individual does not have custody of the PFR, except
in an energency. Energencies include an unexpected extension of TAD, the
unavail ability of Government quarters at the TAD point (if the individual is
a nonfrequent traveler), or situations which may cause the menber financial
hardship. |If an advance is determ ned to be payable, take the foll ow
actions:

a. Prepare a DD Form 139: Pay Adjustnent Authorization in the origina
and two copies. Include the date, the anmobunt advanced, the voucher nunber,
and t he DSSN.

b. Forward the original and one copy of the PAA to the finance officer
who nmi ntains the PFR of the nenber. Attach a copy of the nenber’s basic
order.

c. Place the triplicate copy in your retain files. You should receive

an acknow edged copy of the PAA. If you do not, initiate followp action

120503. TRAVEL CLAIMS. Navy nenbers should prepare a DD Form 1351-2:
Travel Voucher or Subvoucher, as explained in chapter 3, section 3, for PCS
travel, and chapters, sections for TAD travel

120504. SETTLI NG RECONCI LI NG TRAVEL CLAI M5. The Navy nmenber will submit

the travel claimto the finance officer after reporting to the permanent duty
station.

1. Supporting Documents. The original and two copies of the travel orders.

2. CaimConpletion. Conplete the DD Form 1351-2 as described in chapters,

section 4, for PCS travel, or chapters, section 4, for TAD travel. |If
nmul ti pl e appropriations are involved, enter separate |lines of accounting
data, followed by 'CR . Process this document as a voucher, even if the

anmount due equal s the anpbunt advanced.

12- 20
Ch 1



MCTI M

3. Anpunt Advanced Equal s Anpbunt Due. Endorse the original orders as
fol | ows:

TRAVEL RECONCI LED NO SETTLEMENT REQUI RED

DOvV/ BV SYM

Signature of DO, Deputy,
or Agent Cashier

4. Amount Due Menber. Endorse the original orders as follows:

(Di sbursing Ofice) (Dat €e)
PD M L( MPN) FY $ PER DI EM
MPN FY $ PER DI EM (O + MN)
FY $ LESS TA$
DOv/ BV SYM

Si gnature of DO, Deputy,
or Agent Cashier

>5. Menber Overpaid. The Navy nenber will have 15 working days to renit
any nonies due after being notified of an overpaynent.

a. Menber Makes Cash Paynent
(1) Prepare a NAVCOWPT Form 2277: Voucher for Disbursenment and/or
Col l ection when a Navy nenber nmakes a cash paynent in the ambunt of the
over paynent. Show the appropriation to which the travel advance was
originally charged, to include TTC ' 1K .

(2) Endorse the menber’s orders, as foll ows:

COLLECTED$ OvPD TA ON COLL VQU $

Si gnature of DO, Deputy,
or Agent Cashier

b. Menber Does Not Repay Overpaynent

(1) Prepare a DD Form 139: Pay Adjustnent Authorization to recoup
overpaid travel advances. Show the appropriation to which the travel advance
was originally charged, to include TTC ' 1K' .
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> (2) Forward the original and one copy to the finance officer who
mai nt ai ns the PFR of the nenber.

(3) File a copy of the PAA in a suspense file. Followip action
shoul d be taken until acknow edgnent is received.

(4) Endorse the collection data bl ock of the DD Form 1351-2 as
fol | ows:

(Locati on) (Dat e)

DD Form 139 for checkage of $_

OVPMI' OF TA PD ON (date) on
DoV SYM

Si gnature of DO, Deputy,
or Agent Cashier

> (5) Endorse the menber’s orders, as foll ows:
(Locat i on) (Dat e)
CHECKAGE DOCUMENT FOR $ FOR

OVERPAI D TRAVEL ADVANCE FORWARDED TO
(nanme of finance officer holding the menber’s PFR

Si gnature of DO, Deputy
or Agent Cashier

>120505. CORDERS CANCELED. Collect the entire amount advanced to the nmenber
when orders are cancel ed after advance has been paid. |If this is not

possi bl e, request the finance officer hol ding the nenbers PFR to check the
nmenber’s pay account.

>120506. CLAI M5 FOR DEPENDENT TRAVEL, DI SLOCATI ON, AND MOBI LE HOME
ALLOMNCE. The nenber shoul d prepare a DD Form 1351-4: Voucher or Claimfor
Dependent Travel and Dislocation or Trailer Allowance to claimentitlenment
to dependent travel allowance, dislocation allowance at the with dependent
rate, and/or nobile honme allowance dains for dislocation allowance at the
wi t hout dependent rate should be include on the DD Form 1351-2: Travel
Voucher or Subvoucher. These forns should be prepared and processed as

expl ai ned in chapter 4, sections 2, 3, and 7.
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120507. HOUSEHOLD GOODS. The NAVSUPP P-490: Transportation of Personal
Property provides detailed instructions as to the transportation of
househol d goods. See, also, the JFTR, volunme 1, chapter 5, part D.
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CHAPTER 13

Cl VI LI AN EMPLOYEES

SECTI ON 1: CONDI TI ONS OF TRAVEL

130101. CIVILIAN TRAVEL. A civilian enployee' s pay and | eave status during
official travel are subject to Departnment of the Navy regulations. The JTR
volunme 2, chapter 4, part j, discusses when a civilian should perform
official travel

130102. TRAVEL STATUS. Civilian enployees are in a travel status when
traveling to conduct public business and during periods of necessary TAD
During this period, these enployees are entitled to travel and transportation
al | onances.

1. Commencenent/ Termi nation of Travel Status. Travel status begi ns when

enpl oyees | eave their hone, office, or other point of departure. It ends

when the enpl oyee returns hone or other point of arrival at the end of the
trip.

2. FEffective Date of orders is the date the enpl oyee woul d need to begin
travel to conmply with the travel orders

130103. PRIVILEGES WHI LE TRAVELING. Civilian enpl oyees traveling under
official travel orders may use Governnent quarters, dining facilities, and
recreational facilities under the jurisdiction of the Departnent of Defense,
when avail abl e. Applicable regulations nust be followed. Wen a civilian
travels in an overseas area on official business, that enployee should be

i ssued a DD Form 1173:

Unifornmed Services ldentification and Privilege Card. See MCO P5512. 11
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CHAPTER 13
Cl VI LI AN EMPLOYEES

SECTI ON 2: TRAVEL ADVANCES

PART A: GENERAL | NFORVATI ON

130201. AUTHORITY. The authority for paying travel advances to civilian
enpl oyees of the Marine Corps is contained in 5 U S.C. 5705. Regulations
are contained in the JTR volunme 2.

130202. REQUI RED SUPPORTI NG DOCUMENTS. Original and three copies of the
Marine' s orders.

130203. RESTRICTIONS. An advance nmust be authorized in the orders for a
civilian enployee to receive one. The follow ng additional restrictions

apply:

1. Do not pay an advance for TAD travel nore than 3 worki ng days before
travel begins, except under unusual circunstances. Advances for PCS trave
shoul d not be made nore than 10 worki ng days before travel begins.

2. Do not pay an advance if the enployee has not subnmitted a claimto
settl e an advance paid on a previous set of travel orders, and if action to
I i qui dat e out standi ng overpaynents has not been taken

3. Make only one advance on the sanme travel orders, except when the enpl oyee
is on tenporary duty for nore than 30 days

4. Activities should nake sure their bargaining obligations have been net
for enpl oyees who are within recognized bargaining units for which a | abor
organi zati on hol ds excl usive recognition

PART B: PAYMENT OF TRAVEL ADVANCES

130211. COVPUTATI ON OF TRAVEL ADVANCES

1. TAD. Compute advances to civilian enployees follow ng the guidelines in
chapter 8, section 2, part B, for TAD travel. An advance of per di em

al | owances can be nmade for 30 days. |If the tenporary duty exceeds 30 days
and disbursing facilities will not be available to the enpl oyee, the advance
may be increased. In no event should the anount paid exceed the projected
anmount due for the tenporary duty period

2. Advances for PCS travel nust not exceed the total anpunt authorized in
t he enpl oyees orders.
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130212. COWVPLETI ON OF THE DD FORM 1351 FOR TRAVEL ADVANCES. Conplete a
DD Form 1351: Travel Voucher to pay an advance for TAD travel as follows
(see figure 13-2-1):

1. Heading. (This refers to the BUREAU VOUCHER NUMBER, D. O, VOUCHER NO.,
and PAID BY bl ocks.) Self-explanatory.

2. Section 1: PAYMENT FOR  Check the box to the right of 1 - ADVANCE OF
TRAVEL ALLOMNCES (TDY/ TAD) or 2 - ADVANCE OF TRAVEL ALLOMNCES (PCS), as

appl i cabl e.

3. Section Il: |1NDIVI DUAL PAYMENT

a. Blocks 1 through 3. Self-explanatory.

b. Block 4. Enter the organization the enployee is assigned to.

c. Block 5. Enter the travel order authorization nunber. |If trave
wi |l be performed outside CONUS and may effect the bal ance of payments on an
i nternational |evel, code the country in which the enployee will spend the
nost tine.

d. Blocks. Conplete if POC has been authorized to conduct travel
Enter the points between which MALT is bei ng advanced an/or the nunber of

days and rate at which per diemall owances is being paid.

e. Blocks 7 and 8. |If paying the advance by check, enter the check
nunmber and dat e.

f. Blocks 9 and 10. Enter the anobunt and date paid.

g. Block 11. If paying the advance in cash, have the enpl oyee sign
t hi s bl ock.
4. Section II1: PAYMENTS CONSOLI DATE and Section |V: APPROVED FOR PAYMENT
Not used.

5. Section V: REMARKS. Enter the serial nunber and value of GIR s granted.
Include a brief explanation concerning the anount requested.

6. Section VI: ACCOUNTI NG CLASSI FI CATION. Include the conplete
appropriation data cited in the orders. Substitute TTC (type transaction
code) 1K under the colunnm headed ' Type' instead of the TTC shown in the
orders. Anytinme authorization accounting activity (AAA) 000027 is used,
cite the enpl oyee’s SSN preceded by three zeros for the cost code.

7. COWPUTED BY and AUDI TED BY Bl ocks. Sel f-expl anatory.

8. POSTED TO TVL RECORD BY and DATE ENTERED Bl ocks. Used locally for
verification and internal controls.

9. AMOUNT PAID Block. Enter the total anmpbunt of the advance. This should
equal the total of all lines of accounting data.
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130213. PAYMENT PROCEDURES
1. Have the enployee sign for cash paynents.

2. Endorsenment of Orders. Endorse the enployee’ s original orders when
payi ng a travel advance. Be sure to show the date and anount paid, the
nunber or the voucher on which the advance was paid, and your DSSN. If nore
than one fiscal year appropriation is involved, indicate the dollar anount of
per di em advanced for each fiscal year.

>3. Suspense File. Keep a record of the advance paynments nade by

mai nt ai ni ng a separate suspense file to enable followp action in the

settl enent of travel advances paid to civilian enployees. Conmmandi ng
officers will request that the finance officer take collection action. |If
the Marine Corps Travel Advance and Settl ement System (MCTASS) is used in
your travel section, this information will be available electronically.
Consequently, a hard copy suspense file is not required. Regardless of the
type of suspense file naintained, commandi ng officers nmust request/require
the finance officer to take collection action

130214. ADDI TI ONAL ADVANCE WHI LE PERFORM NG TAD FOR MORE THAN 30 DAYS. A
civilian perfornmng tenporary additional duty for 30 days or nore may request
an additional advance fromthe finance officer servicing the TAD site

1. The traveler nust provide the finance officer with original orders and
recei pts for expenses already incurred.

2. The finance officer will use previously advanced anpbunts as a gui deline
for additional advances. Factors such as renmining |length and |ocation of
addi ti onal TAD nust be considered. The disbursing officer must advance
frequent travel ers anmounts for expenses already incurred in additional MIE
and m scel | aneous expense allowance. This will enable the frequent traveler
to reinburse the charge card contractor when the bill is received.
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CHAPTER 13
Cl VI LI AN EMPLOYEES

SECTI ONS:  TRAVEL ALLOWANCES

130301. ACTUAL EXPENSE ALLOMNCES. Actual expense all owances are based on
the nature of the duty assignment, not on the cost of accommodations or
nmeal s. This allowance may be authorized when the nmaxi mum per diem all owance
is much less than the anpbunt required to nmeet the actual and necessary
expenses of the trip. However, requests based on the cost alone will not be
granted for an anount exceeding the statutory nmaxi num See the JTR,

par agr aph C4600.

1. Pre-arranged Lodging. A civilian traveler requesting actual expense

al | owances nust show that an alternative to seek | ess expensive | odgi ng was
not offered, if the civilian’s | odgi ng had been prearranged. O herw se, the
request will fail to neet the requirenments of the JTR, paragraph C4600

2. Actual Expense All owance Requests. The individual performng the trave
wi || not deternm ne whether an actual expense allowance is warranted. This is
the traffic managenent officer’s responsibility, per the JTR, paragraph
Cc4603. If justifiable, the order- issuing or authorizing official should
submit a letter request to the Chairnan, Per Diem Travel, and Transportation
Al'l owance Conmittee via the Conmandant of the Marine Corps (MPC-30).

130302. PREARRANGED ACCOVMODATI ONS. The cost of prearranged | odgi ng and
the amount paid to the enployee for nmeals and incidentals rmust not exceed the
appl i cabl e per diemor actual expense allowance.

130303. QUARTERS AND/ OR MEALS | NCLUDED I N REG STRATI ON FEE OF CONFERENCE/
TRAI NI NG COURSE. The portion of a registration fee that can be attributed to
quarters and nmeal s nmust not exceed the applicable per diemor actual expense
all owance. If only the cost of quarters is included in the fee, the portion
attributable to quarters plus the ambunt paid to the civilian for neals and

i nci dental s must not exceed the applicable all owance.

130304. GOVERNMENT QUARTERS. See JTR, volune 2, paragraph Cl055

1. The following is considered acceptable docunentati on to support paynent
of the I odgings portion of per diem

a. A DD Form 1351-5: Nonavailability of Governnent Quarters and Mess.

b. A statement issued by the order-issuing authority that use of
Governnment quarters woul d adversely affect the performance of the mssion
This does not apply while attending training courses at an installation of
t he uni forned services
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c. A statenment furnished by the commandi ng officer or designated
representative at the duty site that use of Governnent quarters was not
practical during the tenporary duty period.

2. The | odgings portion of per diemmy be paid if the enployee entered
into a coomtnent for quarters which cannot be cancel ed w t hout financial
penalty. This only applies prior to 1 Cctober 1977.

3. MNonavailability can also be deternmined by referring to publications
i ssued by the agency or uniformed service where TAD i s being performed.

4. The civilian who does not use CGovernnent quarters nay provide a statenent
to support paynent of per diemunder the foll ow ng circunstances:

a. For all periods of travel en route.
b. For any period of tenporary duty or delay |ess than 24 hours.

c. For tenporary duty or delay not included in subparagraph 1c, above,
when quarters were not avail abl e.

d. Wen paynent of allowances also is supported by a statenent
contenpl at ed by subparagraphs 1, 2, and 3, above.

e. Wen the nonavailability of adequate Government quarters can be
ascertained by referring to a publication issued by the service concerned.

f. When an enpl oyee of grade GS-16 or above states that the use of
Governnment quarters was not in the best interests of the Government. This
i ncl udes individuals described in 5 U S.C. 5703.
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CHAPTER 13
Cl VI LI AN EMPLOYEES

SECTI ON 4: SETTLEMENT OF TRAVEL CLAI M5

130401. SUSPENSE FILES. The commandi ng officer will maintain a separate
suspense file to enable followp action in the settlement of all travel
advances paid to civilian enpl oyees. At |east once each nonth, the file
nmust be reviewed and notification of collection action taken on al

out st andi ng travel advances.

130402. LI QUI DATION. An enpl oyee who received an advance nust subnit a
travel claimnot nore than 3 working days after conpleting travel, unless
extenuating circunstances exist. Figure 13-4- 1 provides an exanple of such
aclaim

130403. TRAVEL CANCELED OR POSTPONED. A civilian enployee nust inmediately
pay the full anmount of an advance when travel is canceled or postponed. |If
the enpl oyee fails to remt the advance, the disbursing officer who had paid
it nust take action to collect it.

130404. RECOVERY OF OVERPAI D AMOUNTS. |f an enpl oyee had been overadvanced,
t he amount of the overpaynent nust be collected. This may initially be done
by deductions fromrei nbursenent vouchers or voluntary refunds. The enpl oyee
nmust then be notified in witing of the outstandi ng advance. Trave

advances not settled within a reasonable tine nay then be collected from

the civilian. Collections are nornally taken agai nst salary due.
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CHAPTER 14

REFUNDI NG COLLECTI NG AMOUNTS DUE

>140101. AMOUNTS DUE A MARINE. Refund anpbunts due a Marine by making an

i medi at e cash/check settlement. |If that is not possible (for instance when
the finance office serving the Marine’s pay is not |located at the sane
station as the Marine), report ampunts due using the follow ng disbursing
diary statenent:

Type

0400 .
{TTC SEA}  CRED|TRVL - i ___ o s
T T
R — — —] | .
AhlA ___J g

TON

Cost Code

Augunk
Effectiva gate of cradit

When a disbursing diary statenent is reported to credit funds to the Marine's
pay account, a NAVCOWPT Form 2277 nust be prepared to transfer the funds
fromthe travel appropriation to the military pay appropriation.

>140102. OVERPAYMENTS OF $50 OR LESS. See paragraph 140103 for procedures
on collecting anbunts owed on overpai d advances.

>140103. OVERPAYMENTS OF TRAVEL ADVANCES. Finance officers are granted
flexibility in their efforts to collect overpaynents of travel advances.
The foll owi ng describes the various nmeans to collect these anmbunts owed to
t he Governnent:

1. Pay Account Checkage. Report anounts owed the Governnment by reporting
the follow ng statenent on the disbursing diary:

(TTC 542) CHEK| ADV TA-$ . |

Amount (not to exceed $9999.99) | |
six-digit effective date of checkage

Systens acceptance of TTC 542 will activate Phase | of the delayed checkage
process. This process is described in MCO P7220.31. JUWMPS/ MVS wi ||

determ ne the Marine's di sposable pay (basic pay plus any special incentive
pays, less FICA, FITW (20 percent), SITW(4 percent), and SG.l). The

foll owi ng nessages appear in section F of the LES to alert the Marine and

t he conmandi ng and finance officers of the anount and status of the
checkage:

14-3
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a. First LES After Systens Acceptance of TTC 542. The foll ow ng
statenment advi ses of the inpendi ng checkage:

A EXXXX. XX* CHECKAGE ED YYMVDD FOR TRAVEL ADVANCE

HAS BEEN SUSPENDED. | T WLL BE DEDUCTED FROM YOUR

YYMVDD PAYDAY. LI QUI DATI ON SCHEDULES ARE NOT AUTOVATI CALLY
ESTABLI SHED.

*1f the overpayment exceeds the Marine’'s net pay, anobunts equal to the
Marine’s net pay will be recouped each payday until the debt is paid:

b. Second Less. the follow ng nessage advi ses that the checkage has
been renoved from suspense

A $XXXX. xx CHECKACGE ED YYMVDD FOR TRAVEL ADVANCE
HAS BEEN REMOVED FROM SUSPENSE FOR YYMVDD PAYDAY.

c. Third LES. The follow ng statenment shows the checkage being
deduct ed:

TRAVEL ADVANCE $XXXX. XX ONE Tl ME ENTRY EFF YYMVDD
NON- TAXABLE FOR FI TW AND FI CA.

2. Advance Notification of Overpaynent. Finance officers may notify the
Marine of the overpaid travel advance prior to checking the Marine' s pay
account. (Witten, verbal, or telephonic notification may be nade.) Allow
the Marine not nore than 15 working days to settle the overpaynent. |If,
however, you receive no response or the Marine offers only a partial

settl enent, check the Marine's pay account for the full (or remaining)

amount of the overpayment. Use TTC 542, as shown above in subparagraph 1, or
TTC 693, as shown in subparagraph 3 bel ow

3. Alternative Means to Check Marine's Pay Account After Advance
Notification Made. Finance offices may wish to use an alternate disbursing
diary statenent to check the Marine’'s pay. TTC 693 will deduct the anount
owed fromthe Marine's pay on the first payday after the statenent is
accepted by JUWS/ MM5. No delay in the checkage will exist. TTC 693 is
used, the Marine rmust be notified of the debt in witing, follow ng the
instructions in the NavConpt Manual, paragraph 032106.2d(2)(b). TTC 693

is reported as foll ows:

(T E91) cuxﬂ9911a-s . iy -2 |

Flve-digit numeric pay coede | ; i
(*-0 for cEficers; 1 for erlisted) I
DolLar amount

Tax cada . ..

Ong-digit purpose code
Si¥-digit date of checkage

B
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140104. CASH PAYMENT MADE AFTER MVPA CHECKED

1. The Marine may be allowed to make a cash payment after the pay account
has been checked. When this occurs, report the follow ng disbursing diary
entry in sufficient time to process and post before the U cut off date the
nmont h before the anount owed is to be deducted fromthe Marine s pay:

(TTC 513/ 000) CRED| CASH DEP-$__ . |

Monet ary anmount | |
Six-digit date of deposit |

2. Prepare a NAVCOWT 2277: Voucher Di sbursenent and/or Collection to show
that the funds have been collected. Be sure to credit the nilitary pay and
al | owance appropriation rather than the travel appropriation. The original
checkage statenent transferred funds all ocated for travel to pay and

al l owances. |If the appropriation data for travel is used, funds will be
credited to the erroneous appropriation.
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APPENDI X A
ACRONYMS
A
ACCT' G Account i ng
AD Aut hori zed Del ay
ADV Advance
AFB Air Force Base
AOL Absent Over Leave
APQOD Aerial Port of Debarkation
APCE Aerial Port of Enbarkation
ARR Arrive
AT Awai ting Transportation
AVOL Absent Wthout Leave
B
BAQ Basic All owance for Quarters
BAS Basi ¢ Al l owance for Subsistence
C
CA Commerci al Auto
CB Commerci al Bus
cve Conmandant of the Marine Corps
COLA Cost of Living Al owance
COVRATS Commut ed Rations
CONUS Continental United States
cov Col | ecti on Voucher
CP Commerci al Pl ane
CR Commerci al Railroad
CTO Commerci al Travel Ofice
cv Commerci al Vessel
D
DEP Depart
D TY Do-It-Yourself
DLA Di sl ocati on All owance
DO Di sbursing Oficer
DOD Depart ment of Defense
DODPM Department of Defense MIlitary Pay and Al |l owances
Entitl enent Manual
DOPNVA Def ense O ficer Procurenent Managenent Act
DOV Di sbursing Oficer Voucher
DPI Data Processing Installation
DSSN Di sbursing Station Synbol Nunber
DTD Dat ed
DTL Docunment Transmittal Letter
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E
F
FAN Functional Account Nunber
FI TW Federal Income Tax Wt hhol di ng
FMCR Fl eet Marine Corps Reserve
FNVS Foreign Mlitary Sales
FMT Foreign Mlitary Trainee
FO Further Orders
F POV Foreign Made Privately Owed Vehicle
FRAUD ENL Fraudul ent Enli st nent
FSA Fam |y Separation Al owance
G
GA Government Auto
GAO General Accounting Ofice
GB Gover nment Bus
GBL Governnent Bill of Lading
G Graduation Leave
GP Gover nnent Pl ane
GIR Gover nment Transportati on Request
GV Gover nment Vessel
H
HHG Househol d Goods
HOR Home of Record
HOUS ALW Housi ng Al | owance
HQ Headquarters
HQVIC Headquarters Marine Corps
I
| ADT Initial Active Duty for Training
| DL International Date Line
| HA I nteri mHousi ng Al l owance
| HCA In Hands of CGivil Authorities
| HFA I'n hands of Foreign Authorities
| MET International MIlitary Education and Training
| TA Initial Travel Advance
| UDR I ndi vi dual Unit Depl oynent Record
J
JFPM JUMPS Fi el d Procedures Manual
JFTR Joi nt Federal Travel Regul ations
JTR Joint Travel Regul ations
JUMPS Joint UniformMIlitary Pay System

A-2



LES

LSL

LV

LV RATS

MAC
MALT

MCAS

MCCDPA

MCDOSET
MCFC
MCLB

MCRD
MCSSS

MEPS
MERAI R
MA

M S
MVPA

MPL
MPMC
MPV
M5C

MI'A

NAS
NAVCOVPT

0.\
0.4\
orb
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Leave and Earni ngs Statenent
Lunmp Sum Leave
Leave

Leave Rations

M

Mlitary Airlift Command
Monetary All owance in Lieu of Transportation
Mari ne Barracks

M ssi on Conpl

Mar i
Mar i
Mar i
Acti
Mar i
Mar i
Mar i
Mar i
Mar i
Mar i
Mar i

ne
ne
ne

Cor ps
Cor ps
Cor ps

vity

ne
ne
ne
ne
ne
ne
ne

Cor ps
Cor ps
Cor ps
Cor ps
Cor ps
Cor ps
Cor ps

ete

Air Station

Base

Central Design and Programi ng

Di sbursing On-Site Exami nati on Team
Fi nance Center

Logi sti cs Base

Movenent Coordinati on Center

O der

Recruit Depot

Servi ce Support School

Movenent Designation Code
Mlitary Entrance Processing Station

Commrer ci al

Air

M ssing In Action

M ssi ng

Mast er

Manpower
Mlitary
Mlitary
Mlitary

Mlitary Pay Account

Mlitary Pay

Mlitary

Meal

Ti ckets
MAC Transportation Authorization

Naval
Navy Conptroller

N

)

Managenment System
Cccupational Specialty
Payrol | Money Li st
Per sonnel Marine Corps

Voucher

Seal i ft Conmmand

Air Station

Qperations and Mai ntenance Appropriations
Qperations and Mai ntenance, Marine Corps

O ficial
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P

PA Private Autonobile
PAA Pay Adjustnent Authorization
P&A Pay and Al |l owances
PB Private Bus
PCS Per manent Change of Station
PD Pai d
PDS Per manent Duty Station
PEBD Pay Entry Base Date
PFR Per sonal Fi nanci al Record
PLC Pl at oon Leaders d ass
PM Private Mdtorcycle
PMVA Per sonal Money Al l owance
PO Previ ous O der
POC Privately Owmed Conveyance
POD Port of Debarkation
POE Port of Enbarkation
POV Privately Owmed Vehicle
PP Private Pl ane
PROTD RATS Prorated Rations
PV Private Vessel

Q

R
RPMC Reserve Personnel Marine Corps
RUC Reporting Unit Code

S
SATO Schedul ed Airline Traffic Ofice
SDA Source Data Automation
SDPI Satellite Data Processing Installation
SK Si ck
SMCR Sel ected Marine Corps Reserve
SCOFA Senior O ficer Present Afloat
SOPD Schedul e of Payroll Deletion
SPLPMT Speci al Paynent
SSN Soci al Security Nunber
SUPPLTL RATS Suppl enrental Rati ons
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TA
TAD
TAN
TANGO

TD
TDRL
TDY
TEMAD
TEMDU
TEM NS
TLA
T™MO
TRNG
TTC

UA

ub

UDP
U&SE
usC

us POV
UTR

VESTPAC

MCTTM
T

Travel Advance

Temporary Additional Duty

Travel Advisory Notice

Travel Order Authorization Number
(same as TON--travel order nunber)
Tenporary Duty

Tenmporary Disability Retired List
Tenporary Duty

Temporary Additional Duty
Tenporary Duty

Tenmporary Duty Under Instruction
Temporary Lodgi ng Al | owance

Traf fic Managenent O ficer

Trai ni ng

Type Transacti on Code

U

Unaut hori zed Absence

Unit Diary

Unit Depl oynment Program

Updat e/ Ext r act

United States Code

United States Privately Omed Vehicle
Unit Transaction Register

w

Western Pacific
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APPENDI X B

REGULATCORY CI TATI ONS

The current editions of the following regulatory publications are cited in
this Manual. They establish entitlenments, regulatory and administrative
requi renents, and provide information and background relative to per diem
travel, and transportation all owances.

Department of Defense Mlitary Pay and Al l owances Entitl ements Manual (DODPM

Joint Federal Travel Regulations, Volune 1 (Mlitary) (JFTR)

Joint Travel Regulations, Volune 2 (Civilian) (JTR

Navy Conptroller Manual, Volunes 2, 3, and 4

Manual of the Judge Advocate General (NAVY), JAGQ NST 5800.7 (JAGVAN)

Mari ne Corps Manual (MCM

MCO P1000. 6, Assignnent, Cassification and Travel Systens Manual (ACTS
Manual )

MCO P1001R. 1, Marine Corps Reserve Adm nistrative Managenent Manual (MCRAWM) I

MCO P1050. 3, Regul ations for Leave, Liberty and Adm nistrative Absence

MCO P1080. 20, JUMPS/ M5 Codes Manual

MCO P1080. 35, Personnel Reporting Instructions Manual (PRIM

MCO P1100.71, Mlitary Personnel Procurenent Mnual, Volume 1 Adnin.

MCO P1710. 16, Marine Corps Aero C ub Program Manual

MCO P1751. 3, Basic Allowance for Quarters (BAQ for Marines with Dependent

MCO P1900. 16, Marine Corps Separation and Retirement Manual (MARCORSEPNAN)

MCO P3040. 4, Marine Corps Casualty Procedures Manual

MCO P4050. 38, Personal Effects and Baggage Manual

MCO 4050. 41, Do-It-Yourself Method of Moving Personal Property

MCO P4600. 7, Marine Corps Transportation Manual

MCO P4600. 14, Defense Traffic Managenent Regul ations

MCO 5050. 12, Oficial Travel

MCO P5211.2, The Privacy Act of 1974

MCO P5512.11, ID Cards for Menbers of the Unifornmed Service, Their
Dependents, and O her | ndividuals

MCO P7000. 14, Marine Corps Costs Factors Manual

MCO P7220.31, Joint UniformMIlitary Pay Systems Field Procedures Mnual
(JFPM

MCO 7220. 39, Standard/Flat Rate Per Diem Al l owance

MCO 7220. 4, Joint Reception Centers (JRC s) Pay and Personnel Admi nistration

MCO P7301. 104, Accounting Under the Appropriation Mlitary Personnel, Marine
Cor ps and Reserve Personnel, Marine Corps

MCO 10110. 33, Basic All owance for Subsistence

SECNAVI NST 4651.8, Attend At and Participation in Meetings By Mlitary
Per sonnel

SECNAVI NST 5216.5, Departnent of Navy Correspondence Manual

BUMEDI NST 5360. 1, Decedent Affairs Manual

NAVM LPERSCOM NST 4650. 2, Navy Passenger Transportation Manual

NAVSUP P-490, Transportation of Personal Property

NAVSO P-2471, O ficial Table of Distances Continental United States, Al aska,
Hawai i, Canada, Canal Zone, Central Anerica, Mexico, and Puerto Rico

NAVSO P-2472, Oficial Table of D stances Foreign Travel

OPNAVI NST 4630.25, Air Transportation Eligibility

OPNAVI NST 4950. 1, Departnent of the Navy Security Assistance Training

ARMY REGULATI ON 37-35, Managenent Accounting for Pernmanent Change of Station
Moves to MIlitary Personnel, Arnmy Appropriation

ARMY REGULATI ON 614-6, Pernmanent Change of Station Policy
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A
Actual expense allowance....................... chapter 11, section 1, part B
Actual expense basis, requirenents when Marine on...................... 20114
ACT ONYITB. . o e e e e e e e appendi x A
Administration of travel...... ... .. . . . . . . e 10103
Advance/rear parties or concurrent TAD...... ... ... ... 80517
Advance decCi Si ONS. .. ... i e 20506
Air Force personnel, paynent to........................ chapter 12, section 4
Allowabl e travel time. ... ... e 100214
Amount due the Marine. .. ... . e 80432
Appeal i ng DFAS-KC decCi ST ONS. . ... ot e e 20505
Appellate | eave. . . ... 70202
APPl T CaNt S. . o 70101
Appropriation data............ .. ..., chapter 2, section 2
Approval of attendance.......................... chapter 8, section 6, part A
Failure to obtain. . ... ... . 80602
otained prior to attendance. . ........... ... 80601
Armmy personnel, paynment to.............. .. ... . .. chapter 12, section 3
Assi stance in administering travel policies............................ 10104
Attendance at neetings and conferences.................. chapter 8, section 6
Audit of travel claims. . ... .. ... 10105
>Aut hority for dependent travel/shi pnment of househol d
effects prior to Marine's date of separation......................... 50214
>Aut hori zation for Advance Travel and/or
Dislocation All OWaNCeS. . .. ..ot e e e e e figure 4-2-1
Aut horized forms of orders....... ... .. 20102
Aut horized travel time. . ... 100211
B
Bl anket travel orders....... ... ... 80322
Burial services of deceased Marines, travel to attend.................. 40261
C
Cancel ed Order sS. .. ... 20402
Cash collection of a fraudulent paidclaim..................... figure 2-6-1
Certificate in lieu or orders........ ... .. . figure 4-2-2
Certificate of entitlement. . ... ... . . . . . . . i 50213
Certificates and statements. ... . e 20113
Cvilian enpl oyees. . ... chapter 13
Travel advanCes. . ............ i, chapter 13, section 2
Conput ati On Of ... ... e 130211
Paynent of......... ... .. .. ... .. .. ... ... .. chapter 13, section 2, part B
ReSt i CtiONS. ... 130203
Travel clains
Liquidati on. . ... e e 130402
Settlement of.................... chapter 13, section 4, figure 13-4-1
Caimfor evacuation allowances......... chapter 9, section 2, figure 9-2-1
I ndex-1
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Caimprocessing. . ... .. chapter 8, section 4, part E
Cainms package. . . ... e e 50235
Clains prepared by the admnistrative commands. ........................ 30304
Col l ection of overpaid travel advances............... ... .. ... ..... chapter 14
Coast guard personnel, payment to...................... chapter 12, section 2
Conmmandi ng of ficer's responsibilities...... ... ... .. . . . . . . . . ... 30102
Conmandi ng corner’s responsibilities
before TAD travel comence.................. chapter 8, section 1, part B
Commandi ng officer’s responsibilities, settlenment of
TAD travel claims......... ... ... ... ....... chapter 8, section 4, part B
Commer Cial Al r. ... 100234
Commercial surface transportation.......... ... .. .. .. 100234
Conpet BNt OFr der S. . .. e e 20101
Conputation for frequent travel ers............ ...y 80213
Conputation for nonfrequent travelers.......... ... . . . . . .. 80212
Conput ati on of PCS travel advances.............. chapter 3, section 2, part B
Conput ation of travel entitlements.............. chapter 3, section 4, part C
Conputing traveltime....... ... .. ... .. ... ... .... chapter 10, section 2, part D
Constructive travel time. .. ... . 100213
Conval escent | eave. .. ... 70202, 70303
Correction/del etion of disbursing
diary entries......... ... ... chapter 10, section 3, part C
Couriers of classified documents or property............ .. ..., 70103
CouNt Br ST gNat Ul ©S. . . .o 20106
D
Date of detachment . ... ... ... ... 100111
DD Form 1351, conpletion of the................. chapter 3, section 2, part C
For TAD advances. ........... ..., chapter 8, section 2, part C
DD FOrm 135d- 2. . e 30311
DD FOrm 1351- 2C. . . oottt e 30312
DD Form 1351-4, conpletion of........ .. . . . . . . . . e 40222
Dead, injured, ill, absent for a period of nore
than 29 days in a missing status, or upon death...................... 40263
Death while en route on PCS orders. ........ ... .. ... i, figure 10-3-9
Deceased Marines, deceased dependents and their escorts................ 70601
Departure from permanent duty station................ ... ... .. ... ..... 100412
Departure fromtenporary duty station............... ... .. ... ... 100413
Dependent travel record........ ... ... .. 40332, 90314
Dependents diverted due to evacuation.............. ... .. 90313
Dependents diverted while en route to Marine's duty station............ 90203
Dependent s’ travel ............ .. chapter 4, section 2
AdVaNCES. . ... chapter 4, section 2, part B
AppPl i Cati ON. .. 40212
Assigned to a restricted area, Marine............ ... ... .. ... .. ... 40234
Document distribution....... ... ... .. . e 40215
From overseas duty station--unusual or energency circunstances...40233
Orders endor SEMBNt . . . ... 40214
Preparation of the payment voucher.............. ... ... .. ... ..... 40213
> Request for. ... ... 40203
Supporting docunents required when
claimng........ ... . . chapter 2, section 4, part C
Dependents’ travel and transportation
allowances. . ... . chapter 4, section 2, part C
Deni ed boarding compensati ON. ... ....... ... e 10411
I ndex- 2



Deployed per di emrat es. ... ... 80512
Di scharged under other than honorable conditions....................... 70403
Disclosure of information........ ... ... ... .. .. ... ... ..... chapter 1,section 3
Dislocation allowance. .. ...... ... . .. . . . .. chapter 4, section 3
Advance paynent of........... .. ... .. ... ... chapter 4, section 3, part B
Application for..... ... ... ... . . .. . . . .. . . 40311, figure 4-3-1
Document distribution.......... ... .. .. . 40314
Orders endorSement . . ... .. 40313
Paynment voucher preparation........... ... ... ... 40312
> Request for. .. ... 40304
Cains for....... ... .. .. chapter 4, section 3, part C
O T ght . 40323
Settlement of ....... .. .. ... .. ... ... ... .. chapter 4, section 3, part D
Wth dependent rate......... ... 40322
Entitl ement when Marine not married to service menber...... table 4-3-1
Orders endorSement . . ... e 40333
Disbursing diary statement. ... ...... ... . e 100301
Dl TY MDVES. . ottt e et e e et e e chapter 4, section 5, part C
O household goods........................ chapter 4, section 5, part C
Final settlement. . ... ... 40521
Doubtful claims......... ... ... e chapter 2, section 5
Dual |odgings on a single day, requirenments for........................ 20802
Duty with other agencies or departnments............. ... o, 70106
E
Escorts or attendants for dependents of Marines........................ 70602
Effective date of orders...... ... .. . . . . . 20107, 100113
El apsed timB. ... ... chapter 10
El apsed tinme conputation....................... chapter 10, section 3, part D
El apsed tinme entries........... ... ... ... chapter 10, section 3, part B
El apsed tine | ess than maxi nrum al l owabl e traveltinme................... 100212
Requirenent to report.................... chapter 10, section 1, part A
EMBrgency | ave. . . ... e e 70201
Endorsement on orders. .. ...... .. 20111, 90315
Exceptions to entitlement. . ... ... . . . e 80514
Expendi tures on official business............... section 2, chapter 7, part A
Evacuation all owancCes. .. ... ... e chapter 9
Frequency of payment. ... ... ... . ... 90311
Paynent of per diem...................... chapter 9, section 3, part B
Paynent voucher. . ........ .. . . . figure 9-3-1
F
Fails/refuses to submit travel claim Marine............ ... ... ........ 20403
Fal se, fictitious, or fraudulent clains................. chapter 2, section 6
Federal | y sponsored neetings outside area of
permanent duty station............ .. .. . . . e 80621
Federal | y sponsored neetings within area of
permanent duty station............ .. .. . . e 80622
Field duty. ... ... .. e chapter 8, section 5, part A
Final settlenment results in indebtedness........ ... ... . ... . ... . ... ... 50322
I ndex- 3
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Flight requirement S. ... .. 70104
FMCF/ Retired Marines called or ordered to active duty.................. 70105
Foreign currency, recei pts iN. . ... e 20801
Foreign trainees. .. ... ... chapter 7, section 7
G
Government autonobil e. .. ... 100221
Gover nment conveyance (besi des autonobil e)
transportati on request. . ... ... 100222
GroUp travel ... 60103
H
Househol d goods. ... ..... ... . . . e chapter 4, section 5
Advance paynent
Orders endorSemBent . ... .. 40513
DITY movenment of .......................... chapter 4, section 5, part C
Determ nati on of eXCeSS COStS...... ... 40523
EXCEeSS COStS inCuUrred. .. ... .. e 40522
Recoupnent of eXCeSS COSES. .. ... . e e 40524
I
SIMVITRR Clai MB. .o e e 60213
Indi vidual paymeNnt S. . ... . 80221
I ndividual unit deployment record................ ... ... .0 .... figure 8-5-1
Insufficient tinme to conplete travel ......... ... .. ... .. .. . .. ... .. . ..... 100216
International dateline............ .. ... .. ... ... .. ... chapter 11, section 2
J
K
L
Leave awai ting separati ON. ... ... ... e 50203
Leave in connection With TAD. ... ... ... 100414
Li qui dation of shore patrol advances..................... 70807, figure 7-8-3
Loss of ticket en route. ... ... ... 70405
Lost original orders........... ... .. ... ... chapter 2, section 3, part A
LosSt recei ptsS. ... e chapter 2, section 3, part B
M
MAC aerial port of enbarkation/debarkation, travel to and from........ 20807
Marine fails to report. ... ... e e e 100104
Marine fails to subnmit travel claim...... ... ... ... . . . .. . . .. 100103
I ndex- 4
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Maxi mum PCS al | owabl e travel ti ne/| eave

for travel by mxed nmodes. . ... ... ... .. ... table 10-2-2
Mleage or trip accurmulation prograns. ......... ... ... 10421
> Message request for travel advance(PCS)..................... figure 3-2-1
> Message request for travel advance (TAD).................... figure 8-2-1
M xed comrercial travel....... ... ... . .. ... figure 10-3-7
Mxed mode travel ... ... .. figure 10-2-3
Mobile home allowances. . ... ... .. ... .. ... . ... chapter 4, section 7
AVaANCES. . . e 40702
Caimeconpletion. ... ... ... . e 40703
Determ nation of excess COSt....... ... ... . ... 40706
Final settlement. ... ... .. ... . 40705
Supporting documentS. . ....... ... ... 20203, 20401
Modi fication of orders....... ... . ... 20203, 20401
Modi fication to PCS orders received en route................... Fi gure 10-3-4
SMTU Clai MB. . oo 60213
Miltiple payment procedures. .. ... ... e e e 20804
Multiple travel paynents list........................... figures 3-2-3, 8-2-3
N
>NAVMC 11108 not received by finance office........................... 100142
NAVMC 11131: Separation travel allowances election certificate......... 50221
Navy personnel, paynent to.............. ..., chapter 12, section 5
Nonappropriated fund custodi an
responsibilities......... ... ... .. .. ... ...... chapter 1, section 4, part D
Nonf ederal | y sponsored neetings outside
area of permanent duty station.............. .. .. . . . i, 80623
Nonf ederal | y sponsored neetings within
area of permanent duty station.............................. 80624
O
Oficial di StanCes. .. ... e 100201
O derS. . chapter 2, section 1
Cancel ed. . ... 20401
ENdOr SEmMBNt . . .. 30441
Lost original........... ... ... . .. . .. ... chapter 2, section 3, part A
MOdi i . ..o 20401
Original ... e 20104
Preeparati ON. . ... .. e 30102
To neetings/conferences..................... chapter 8, section 6, part B
TYPES Of o e 20103
Overpaid travel advanCe............. i e 30433
Overpaid travel allowances............ .. ... figure 6-2-1
Overpaynents of $50 or [ €SS. .. ... i 140102
Overpaynents of more than $50 ........ ... ... . . . . . i 140103
P
Par ol ed PriSONEr S. . .ot e 70402
Paynent, advance of shore patrol allowances.............. 70803, figure 7-8-1
Paynent, request for partial......... ... . . . . . . . . 50222
Paynent of evacuation allowance................. chapter 9, section 3, part A
| ndex-5
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Paynent of Navy/other service personnel........... .. ... .. . .. i, 80518
Paynment of shore patrol claims...... ... .. . . . . i 70806
Paynent to other service menbers........ ... . .. .. . .. .. chapter 12
Penalty paynments. .......... .. .. .. i chapter 1, section 4, part B
Per di BmM ... 80425
Per manent change- of -stati on
Appropriation data......... ... 20201
Document distribution........ .. ... .. . 30233
Endorsement of orders. ... . ... . ... 30232
Orders preparati ON. . ... 30103
Orders received at tenmporary duty station/while on leave........... 30104
Orders received while on annual leave...................... Fi gure 10-3-5
Per di em ... 110102
To/fromor between areas outside CONUS............ ... ..o, 30424
Travel
Amount due the Marine. . ... ... .. 20432
AaimB. .. chapter 3, section 3
DD Form 1351-2: Travel Voucher or Subvoucher.................. 30311
DD Form 1351-2C. Travel Voucher or Subvoucher
(Continuati ON) . ..o e e e 30312
Document distribution....... ... . ... 30402
Marine has been overadvanced............... ...y 30433
Settlement of PCS.......... ... ... . ... .. ..., chapter 3, section 4
Submi ssion requirements................ chapter 3, section 3, part C
Requi red supporting docunments. .............. e, 30202
ReStri CtiONS. ... e 30203
Restrictions on advanCes. ... ......... .t 40211
Wth TEMADDI NS en route and no ultimate duty station.......... 30425
Travel time and |leave determination......................... table 10-2-1
Permanent shore patrol duty........... . . . . .. 70801
Prisoners and guards. ... ...t e 70401
Privacy act statemBent. .. ... ... ... .. e 10202
Privately owned CONVEYaANCE. ... ... ittt ettt 100232
Privileges while traveling, civilian............. ... .. .. . ... .. .. ...... 130103
Proceed time....... ... .. .. chapter 10, section 1, part C
Pronbtional canpaigns........... ..., chapter 1, section 4, part C
Q
R
Reclaims. . ... .. e chapter 2, section 6, part C
Rei nhursabl e expenses. .. ....... ... .. .. . chapter 11, section 3
Rei mbur sement rat es. ... ... 30212
ReCOUPIMENt ACt i ON. . .. e e e e e e 50323
RECT Uit B S, o 70102
Ref undi ng/ col l ecting amounts due............ ... ... .. chapter 14
Regulatory citations. . ........ ... e e appendi x B
Repeat travel orders......... ... e e e 80322
Reporting/ detaching, quarters, and nmess endorsenents................... 20112
RepOrtiNg dat €. ... e 100112
>| ndex 6
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Reporting for duty of nmore than 45 days at

TDY station en route PCS. ... ... ... .. e 100302
Reserve COMPONENt S. . ... . e e chapter 6
Travel claims. .. ... ... . chapter 6, section 2
SUDM SSi ON. . .. 30212
Responsibilities of claimant.. ... ... ... . . . . . . . . . . 30303
Retention of tangible items. ... ... ... . . . . . . 10433
Return travel of absentees, stragglers, and Marines w thout funds...... 70404
Return to CONUS by circuitous travel............. ... ... .. ...... figure 10-3-8
Return to CONUS fromoverseas tour............... i, figure 10-3-6
Room deposit, reinbursement of nonrefundable............. ... ... ... ...... 20405
S

Second dislocation allowance during a fiscal year...................... 40302
Secret and confidential travel orders................... chapter 2, section 9
>Separation before travel advance on prior claimsettlied (PCS)......... 30443
>Separation before travel advance on prior claimsettlied (TAD)......... 80443
Separati on travel . ... .. chapter 5
Advance payment S. ... ... e chapter 5 section 2
Conput ati On Of ... . 50234
Clains settlement........................... chapter 5, section 3, part C
>Separation/travel pay certificate....................... 50213, figure 5-2-1

Separ at ee
Cat BT Y | e 50102
Cat egory Il .. e 50103
Category L. . e 50104
Dies after retirenment/release. . ... ... .. i, 50105
>Seriously ill/injured Marine visitation................ ... ... . ..., 40262

Sett | enent
of PCStravel clainms............ ... ... .. .. chapter 3, section 4
of shore patrol advance............. ... 70808
S LLBA. o o 30313
Shore patrol clainms......... ... . . . .. 70805, figure 7-8-2
Shore patrol duty.......... ... . . . . . chapter 7, section 8
Signatures, required. .. ... ... e e 20105
SSMCR Cl Al MB. . . 60212
SUSpPENSE il . . e e 50236

T
Tangi ble gifts, prizes, and related incentives......................... 10423
TDRL required to undergo periodic physical exam....................... 70301
TDY for less than 45 days. ... ... e e 100312
TDY for 45 daysS OF MOl €. . .ottt e e e e et e et e e e e 100313
Tenporary additional duty............. . .. . chapter 8
Appropriation data. . ......... .. e 20202
Order preparation............. ..., chapter 8, section 1, part C
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